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About This Procedure

This procedure provides instructions for accessing and operating the Reporting Center. The
following information will help you use the procedure more effectively and locate further
assistance if needed.

How The Procedure Is Organized

The major sections of this procedure are described below:

Overview presents an overview of The Reporting Center, including security access
information and instructions for accessing the system. It also provides basic operational
information including how to get help using The Reporting Center.

Field Instructions For Reporting Center  contains instructions for completing the fields on
reports.

Running Administrative Reports  provides explanations and instructions of all reports on
the Administrative Reports menu.

Running Financial Reports  provides explanations and instructions of all reports on the
Financial Reports menu.

Running Personnel Reports ~ provides explanations and instructions of all reports on the
Personnel Reports menu.

Running Workforce Reports ~ provides explanations and instructions of all reports on the
Workforce Reports menu.

Heading Index provides an alphabetical list of all headings in the procedure. When a
heading is referenced, you can use this index to locate the page number.

To keep you informed about new or changed information related to this system, NFC issues shol
publications called bulletins. This procedure and all related bulletins are listed in the NFC
Publications Catalog available online from the NFC Web site (http://www.nfc.usda.gov) home
page. Users can choose to view and/or print bulletins from the list provided in the Publications
Catalog.
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This procedure uses the following visual aids to identify certain kinds of information:

Convention

Example

Important extra information is
identified by a note, warning, caution,
or reminder icon in the left margin.

Figure references link figures with the
text. These references are printed in
bold sans serif font.

References to headings in the
procedure are printed in the same font
as figure references.

Note: When a heading is referenced
in the procedure, you can use the
Heading Index to locate the page
number.

'Note: If you only have access to one agency, organizational

information will be completed for you.

On the Select A Report Menu (Figure 7 ), select the
applicable report.

Complete the fields as indicated under My Reports Pop-up
Field Instructions

References to command buttons or Click [Done] .

keyboard keys are printed in bold and

enclosed in brackets.

Field names are printed in the margin. | User Id Type your Reporting Center Id.

Who To Contact For Help

vi

For questions about the system (including help with unusual conditions), contact the
Payroll/Personnel Call Center%4-255-4630.

For access to the Reporting Center, contact your agency NFC security officer.
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Overview

This section presents the following topics:

About The Reporting Center
Related Systems
Responsibilities

Access And Security

About The Reporting Center

The Reporting Center is a Web-based application designed, developed, and maintained by the
National Finance Center (NFC) for personal computers (PCs) running on a Microsoft Internet
Explorer Browser of 5.5 SP2 (or higher) or a Netscape Navigator Browser of 6.2 (or higher)
with JavaScript enabled. The Reporting Center is an interactive Web site that enables
agencies to produce predefined and customized reports. The Reporting Center is accessed
from the Application Launchpad on the NFC Home page. These reports can be viewed

online, printed, saved to a folder, and/or displayed in a graphical format.

The Reporting Center is available for use by the following individuals:
* Managers
» Personnel specialists

» Other employees of NFC-serviced agencies

The following types of reports are available on the Reporting Center:
* Administrative
* Financial
* Personnel Action

* Workforce

Related Systems

Listed below are systems from which data is obtained for Reporting Center reports.

Central Accounting System (CAS) CAS is an accounting system that produces financial
management reports required of Treasury, the Office of Management and Budget (OMB), the
General Services Administration (GSA), and other agencies.

Employee Reporting System (EMPR)EMPR maintains master files on employment data.

Federal Agency Centralized Trial Balance System Il (FACTS II) The FACTS Il database
contains budgetary information used for Budget Execution and Budgetary Resources and
Year-End Closing Statements.
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Federal Financial System (FFIS)FFIS is a fully integrated financial package that is

designed to meet stringent budget and funds control needs, as well as, complex multi-fund
accounting and reporting needs. FFIS integrates a wide range of accounting-related functions
to support a comprehensive financial system including:

* Budget and Funds Control;

Cost Allocation;

Project Cost Accounting;
* Spending; and

* Accounts Receivable

Intragovernmental Payment And Collection System (IPAC) IPAC is used to obligate
funds for transactions between government agencies.

Information Research/Inquiry System (IRIS). IRIS provides access to at least one
calendar year of current and five calendar years of historical payroll/personnel data and
certain payroll document history.

Miscellaneous Payments System (MISCMISC is used to process a variety of payments
and transactions. MISC supports a variety of payments and adjustments through the use of
Forms AD-757, Miscellaneous Payments System, and Form AD-742, Transfer And
Adjustment Voucher. These forms permit authorized agencies to record disbursement and
adjustment transactions within and between agencies directly to accounting records
maintained at NFC.

Online Payment And Collection System Intragovernmental Transactions (OPAC)
OPAC is used to obligate funds for transactions between government agencies.

Payroll Processing System (PAYE)PAYE computes the employee’s gross pay, makes
applicable deductions, applies adjustments (corrected T&As and/or personnel documents)
from the Adjustment Processing System, develops the net amount due, and prepares data for
the issuance of a salary payment by Treasury. PAYE updates the database to reflect salary
payments as well as the employee’s leave. PAYE also prepares an earnings statement for all
paid employees each pay period, reflecting the current payment, plus year-to-date

information on earnings, deductions, leave, bonds, adjustments, retirement, etc. Reports that
are updated biweekly are updated on the Monday following the weekend that PAYE is run.

Planning And Tracking System (PATS) PATS is a Mainframe system used to
track/monitor all system-related projects initiated by the payroll/personnel community.

Purchase Order System (PRCH)PRCH provides a complete purchase order system used

for the purchase of goods and services from commercial or governmental suppliers. PRCH
processes obligations, accruals, and vendor payments for all transactions submitted via Form
AD-838, Purchase Order. PRCH produces disbursement, accounting, and reporting records
and internal journal vouchers. Different codes enable PRCH to pay and account for
transactions based on a predetermined method of payment (e.g., scheduled payments,
advance payments, or partial payments).
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Travel System (TRVL). TRVL is used to process travel authorizations, travel advances,
travel vouchers for temporary duty and relocation. Documents may be entered into TR
three ways: (1) by submitting hardcopy forms, (2) through Travel Online Data Entry, ang
(3) through the PC Travel System.
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Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.
The Agency:

* Assigns profiles to employee(s).

» Submits access (and access termination) requests for user(s).

The National Finance Center:

» Provides security to prevent unauthorized personnel from accessing the Reporting
Center.

* Provides agencies the capability to view and modify transmitted transactions.

* Maintains suspense transactions in the database until they have been corrected or
deleted.

» Applies all successfully processed transactions to the database.

* Provides help text and procedures for users.

* Never leaves Reporting Center session unattended.

* Does not use the Auto Complete for Id’s and passwords.

» Does not give password to anyone.

» Changes password if there is any suspicion that it has been compromised.
» Clears history after each session, when using a shared PC.

» Exits the NFC Home page before going on to other sites.

Access And Security

Security is designed to prevent the unauthorized use of systems and databases. For security
information, including user identification numbers (user ID’s), passwords, and obtaining
access to a specific system, see the Security Access procedure (Title VI, Chapter 1,

Section 1).

For more information, see:
Requesting Access To The Reporting Center

Hardware Requirements
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Requesting Access To The Reporting Center
To access the Reporting Center, you must:
* Use a personal computer and a secured telecommunications link to NFC.

» Have authorized security clearance.

For information about connecting and disconnecting from your telecommunications network,
see the instructions that are provided with your specific network.

Individuals must request access through their agency’s NFC security officer. The request
should provide the following information:

* User name

» User social security number (ssn)
» UserlID

* User email address

* Agency name

» User access level requested. The requester must state whether or not the user requires
access to sensitive data (data contained in the IRIS 300 level screens) and/or detail
data.

» Security Officer or User Acceptance Tester. If the user is either a security officer or a
user acceptance tester, this must be stated on the request.

» Telephone number

» Application name (The Reporting Center, including the reports and organizations
needed. If the user requires access to Administrative Reports, these reports must be
listed individually due to the nature of the data.)

The access level requested should be based on the individual's assigned work requirements
and job functions.

Hardware Requirements

You will need the following equipment to run the Reporting Center:

» Access to the Internet with a Microsoft Internet Explorer Browser of 5.5 SP2 (or
higher) or a Netscape Navigator Browser of 6.2 (or higher) with JavaScript enabled.

» Access to the Reporting Center.
* A PC with Internet capabilites.

» Printer capable of printing Web pages.
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Getting Started In The Reporting Center

This section presents the following topics:
Learning About The Reporting Center
Starting The Reporting Center
Reporting Center Command Buttons
Changing Your Password
Using The How Do | Pop-ups
Using The Description Pop-ups
Exiting The Reporting Center
Select A Report Menu

Learning About The Reporting Center

To use the Reporting Center, you must have some knowledge of Microsoft Windows. Use
your Windows user guide for help with navigating in a Windows environment. Also, online
help is available to assist you in learning about processing Reporting Center requests.

For more information, se@nline Help .

Online Help

The online help feature is available as a reference tool when you are requesting data in the
Reporting Center. To use online help, selegp at any window.

Starting The Reporting Center

To start the Reporting Center:
1. Log on to the Internet.
2. Connect to the NFC Home Pagenatw.nfc.usda.gov

3. On the Application Launchpad on the NFC Home Page, select the Reporting Center
icon. A Warning Message appeafg(re 1).
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www_nic.uzda_gov - [JavaScript Application]

@ WARNING
OU H&VE CONMECTED TO A 5. GOVERNMEMNT COMFUTER.
IF*0OU ARE MOT AUTHORIZED ACCESS TO THIS SYSTEM, DISCONMECT MO

All attempts to access and use thiz spstem and/or itz resources are subject to
kepstroke monitoring and recording.  Everpone using this system expressly consents
to such monhitaring and is advized that if such reveals pozsible evidence of

criminal activity or abugze of authority, the information will be reported to

authorities for action. Unauthorized acceszs attemplz or use in excess of documented
authority may subject you to a fine and/or imprisanment in accordance with

Title 18, USC, Section 1030 or administrative penalties or dismiszal.

WARNING

ak. I Cancel

Figure 1. Warning Message

4. After reading, agreeing to, and accepting the Warning Messages(1 ), click [OK].
The Reporting Center Main MenBidure 2) is displayed.

TP ol Do bty e e el O RN
FEITH I Vimam il DaLabrer x| o i il TR T LTI
TTRLIIBA] Rapari Tars opdrad |RIRES

BT ek e I L
Frrvmmmeld Ao o, | FOSHT ) et apdewd 135732770603
PSRy R Y T ——TT T

Syl Pl Baln | PREATL | fail apiiaid 1T 2iEET
EadeParra Pl e ol Barta. [PAYTHRL) wor apdasad | 577300 [ FT]
My

Cwiail Rep=aris

= AL TR B BEECE "

dernides Swcarrr Fmudback

Figure 2. Reporting Center Main Menu

5. To view a list of reports available under each category and a description of each report,
click the down arrow on the Report Descriptions drop-down. This list will display all
available reports. Once you login to the Reporting Center, you will only be able to see
a list of those reports available to you based on your security access.

6. On the Reporting Center Main Menu, complete the fields as indicated Reyteting
Center Main Menu Field Instructions

7. After completing the User Id and Password fields, dliokin] to Login to the
Reporting Center. If you do not have a user id and password, you must have your
agency NFC Security Officer submit a Security Access Request requesting access to
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the Reporting Center. For more information on obtaining a user id and password,
Requesting Access To The Reporting Center
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8. After logging in, you can perform any of the following options:

Change Your Password

Use The Description Pop-ups
Use The How Do | Pop-ups

Change Your Password

You can change your password at any time, but not more than once a day. You will also need
to change your password when it expires.

To change your password:

1. On the Reporting Center Main Mergidure 2 ), check the Change Password box.

2. Click [Login] . The Change Your Password pop-Bjg(re 3) appears.

Change Your Password
Enter New Password I

Confirm New Password I
Submit I

Figure 3. Change Your Password pop-up

3. Complete the fields on the Change Your Password popigiod 3) as indicated
underChange Your Password Pop-up Field Instructions

4. Click [Submit] to save the change. A Confirmation pop-Bigure 4 ) appears.

Microzoft Internet Explorer Ed |

& tour Pazzwaord has been changed

Figure 4. Confirmation pop-up

5. Click [OK] to exit the Confirmation pop-ufFigure 4). The Select A Report
menu Figure 7) is displayed.

Use The Description Pop-ups

The Report Descriptions box provides pop-ups that contain descriptions of reports in the
Reporting Center.
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To use the Description pop-ups:

1. On the Reporting Center Main Mengidure 2), click the down arrow to select the
report type to be described.

2. Select a report type from the Report Descriptions box.

3. Click [View] . A Description pop-upHigure 5) appears.

E! Reporting Center

Erargry D atn Doend cwed Sapieiis Thio reacit slesd b dosrdand of o] arvEigs dobh o Meddee dproemic carvandly kiggeed oo
thy Hybongl Fingros STerviar To oesbs bha roreschbaat ardgr thy oobong| Taleet Crigrig gred olich e, Bccapy bo bhip
piea ip il i es ) by opiue B porting Cantesy Uk Pealile. pitsi A0 pdlie colsvih ben Sl ogived Colil sabasi Bi

et b

fadask Crimein The pelcion ofiaris coiagedsa slloew wou tha Aacdbl i 1o il curom o sdibenin by pradding peu
epfinrm In ndeats dabs Ffiaki. Peb sebed oderie sptisrs allew for rradbple o bl seledines S b rasde. Te raka
readtipds pibetionir dkd en seaw RG] elecdss prd hald B meeired (09 by dasn vhils dBokiag ey dubreyuans
aulgrtionp Ta mahe & bisch palecion ik snd freg Hee mswne o highloh® yoae selackar. Noky ) Thane 1eladiar oRess

retmgrring amm @ phineal

® Agein - Fedctan el Sgelnion Chebibn fai the e pet (el d afsait paliemion ic a0l Mitipde or blad oelscdiara
arn #licegd, [Fplipls spanaiar #a relached, ne somund rg cads cobony spneen Hewsress, F 5 yingls agens o
DTl i, 00 Wil ool O BT G s Lieied Ea Ra B ed i (obel Pt ol TR il reulu ple a0 Btk dake deene
arn allpwnd dar aach. |

Figure 5. Description pop-up

4. Click [X] to close the description and return to the Reporting Center Main
Menu Eigure 2).

Use The How Do | Pop-ups

How Do | pop-upsKigure 6 ) are available on the Reporting Center Main Mefigute 2 ).
These pop-ups allow users to follow steps in performing various functions on the Reporting
Center.

To use the How Do | pop-ups:
1. On the Reporting Center Main Menkigure 2 ), select the applicable question.

2. Click [Find Out] . A How Do | pop-up Eigure 6 ) appears with the information
requested.
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MFC Reporting Center >> HOW DO 1? Tipsheet

g Back = ) - @ ol | @Search (3] Fawarites @Media @l =
| Address Iﬂj hittps: A pfe. uzda. goreSreporting/howdol. htrmcreate j @{}GD

TIFSHEET #1 NFC Reporting Center d
How do I create a report?
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The fallowing is an exarnple of how to use the Reporting Center ta
create a report, In this example, we create a Minaority Profile
Worlforce report that displays permanent employment by occupation
{PATCOY across race and gender for an arganization,

First, log in to the Reporting Center. Then do the following:

Step 1: Select a Report.

ReportinglGenter,

» Click Workforce Reports,
e Click Minority Profile,

Step Z: Review the Report Description. (ootionarl)

» Read the short description of the report.
» Click More... to see additional information.

Step 3: Select criteria for the report. ;I

Figure 6. How Do | pop-up

3. Click [X] to return to the Reporting Center Main MeFig(re 2 ).

Reporting Center Command Buttons

The following command buttons are used throughout the Reporting Center.

Reporting Center Command Buttons

Button Description
Used to cancel an action and return to the report.
Cancel
Used to close a window.
Close
Used to confirm that a selection has been made and to return
Dore to the report.
Used to exclude certain selections from a selection list.
Exclude
Used when making a selection on the Run The Report menu.
Go
Used to include certain selections from a selection list.
Include
Used to advance to the next level of an organizational
flext structure to further customize a report.
Used to open a file.
Open
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Reporting Center Command Buttons

Button Description
Used to open a folder.
Open Folder
Used to accept an action.
oK
) Used to return to the previous level when defining the
IEvions organizational structure.

Used to refresh the field and return to the report.
Reset

Used to save data.
Save

Used to search for an employee’s last name or ssn.
Search

Used to select an item from a list.
Select

Used to close the open window.

Used to accept an action.
Yes

Exiting The Reporting Center

You can exit the Reporting Center from any window in the application.

To exit the Reporting Center:

1. Atany Reporting Center window, cli¢kogoff] to return to the NFC Home page.

Select A Report Menu

After you connect to the Reporting Center, the Select A Report Mégwie(7 ) is displayed.

10
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Reporting Center

Step 1: Select a Report.

+ Administrative Reports
+ Financial Reports

Figure 7. Select A Report Menu

The Select A Report Menifure 7) displays the following options:

* Administrative Reports. This section provides administrative type reports. The
following reports are available on the Administrative Reports menu.

Energy Data Download

Energy Detalil

Energy Summary

GESD Request Tracking

Leave Error

Telephone Download

Telephone Over The Max Limit

Outstanding Travel Advances (3731)

OTRS/IPAC (OPAC Tracking and Reconciliation System)

* Financial Reports. This section provides reports containing financial data. The
following reports are available on the Financial Reports menu.

SF-224 Abstract Of Trans (SCAP5D)

FSDW (Financial Statement Data Warehouse) Abnormal Balance By Treasury
Symbol

FSDW Abnormal Balance By Fund

FSDW Adjustments Report

FSDW Consolidated Financial Statements
FSDW Crosswalk Trial Balance

FSDW Eliminations Report

FSDW Financial Statement Consistency Report

11

®
@
=3
>
Q@
92}
&
o
=1
@
o




Title I, Chapter 29
Reporting Center

* FSDW GL Account Trial Balance

* FSDW Preliminary Financial Statements
* FSDW Trial Balance By Treasury Symbol
* FACTS Il SF 133

* FACTS Il FMS 2108

» SF 2812

» Personnel Action Reports This section provides provides reports containing data
based upon employee personnel actions. The following reports are available on the
Personnel Action Reports menu.

* Hires

» Hires Minority Profile

* Promotions

* Promotions Minority Profile
* Separations

» Separations Minority Profile

» Workforce Reports. This section provides reports containing data based upon
workforce diversity. The following reports are available on the Workforce Reports
menu.

* Age Profile

* Civilian Employment (SF-113A) Report
» Civilian Employment (SF-113G) Report
* Dental Plan Payment

* Dues Withheld

* Education Level Profile

* Employee Search (By Name)

* Employee Search (By SSNO)

* Employment By Disability Code

* EPP Usage Statics

* Employment Changes

* Flex Fund

* Gender Profile

» Grade Distribution

* Grade Across Minority And Gender

* Grade Range

12
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« Leave Balances
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* Leave Liability
* Length Of Service Profile

» Life Insurance Listing

* Minority Profile

* Occupation (PATCO) Profile

» Official Time For Union Business
* Organization Profile

* Overdue Performance Appraisals
» Pay Plan And Grade Distribution
» Payroll Listing For W-2 Research
* Reduction In Force (RIF) Report
* Retirement Eligibility

* Retirement Profile (Inc. Early Out)
* Roster Of Employees

e Salary Summary

* Use-Or-Lose Leave Report

*  Workforce Analysis

* My Reports. This section provides reports created for and by the user. These are
reports that a user runs often and saves to the My Reports folder to run periodically
without having to reenter the criteria.

» Logoff. Used to log off of the Reporting Center.
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Using The Reporting Center

This section presents the following topics:

Creating Reports

Creating A Report As A Chart Or Graph

Viewing Reports Online

Saving Reports To Your My Reports Folder
Retrieving A Report From Your My Reports Folder
Creating A Spreadsheet

Saving Reports To A Folder

Creating Reports

The Reporting Center allows you to create various reports.

To create a report:

1. On the Select A Report Mengidure 7), select the applicable report to be created. The
selected report is displayed.

2. Complete the fields on the applicable report.
OR

Select the applicable criteria for the report.

3. After completing each field, click the applicable command button.

Note: After you click in a field, if you know the first character of the value that you
wish to put in a field, you can type that character and the list will jump to values
beginning with that character.

Note: If you only have access to one agency, organizational information will be
completed for you.

Note: If you do not have access to sensitive data, you will not see the fields where
sensitive data is displayed. Also, if you do not have access to sensitive data and after
running a report, you get a result of a sensitive data value lesS thafi (asterisk)

will be displayed in the field rather than the number.

4. After all fields are completed, select the applicable action to be taken on the Run The
Report menuRigure 8). Depending on the report selected, there are four Run The
Report menusHgure 8).

a spreadsheet

Save in My Reports falder

Save report as

Fun the report
Save report as a spreadsheet
Save output in a falder

15
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Rum the report
Save output in a folder

F.un the repott

Save in My Reports falder
Save repott az a spreadsheet
Save repott in a falder

Figure 8. Run The Report menu

The following actions may be taken from the Run The Report mé€iyuse(8 ).

* Run The Report . The report is displayed.

*  Save In My Reports Folder . The report is saved in the My Reports option.
* Save Report As A Spreadsheet . The report is displayed as a spreadsheet.
* Save Report In A Folder . The report is saved to a folder.

*  Save Output In A Folder . The report is saved to a folder.

5. After selecting the applicable action, cligho]. The report is processed.

Creating A Report As A Chart Or Graph

The Reporting Center allows all Personnel Action reports and certain Workforce reports to be
displayed as charts and/or graphs. Only those reports that contain the field Report As Chart
Or Graph can be displayed as a chart or graph.

To create a chart or a graph:

1. On the Select A Report Mengiqure 7), select the applicable report. The selected
report is displayed. The following reports have the Report As Chart Or Graph field:

Personnel Actions Report Menu

» All Actions

* All Actions Minority Profile

» Hires

» Hires Minority Profile

* Promotions

* Promotions Minority Profile
* Separations

» Separations Minority Profile

Workforce Reports Menu

» Age Profile

16
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e Education Level Profile

* Gender Profile
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e Grade Distribution

* Length Of Service Profile

* Minority Profile

* Occupation (PATCO (Professional, Administrative, Technical, Clerical, Other))
Profile

* Organization Profile
* Retirement Eligibility
* Retirement Profile (Inc. Early Out)

e Salary Summary
Complete the fields on the appropriate report.
After completing each field, click the applicable command button.

To create a chart, selecbart in the Report As Chart Or Graph field.
OR

To create a graph, selegtaph in the Report As Chart Or Graph field.
Select the applicable action to be taken on the Run The Report Rigne § ).

After selecting the applicable action, cligko]. The report(s)Rigure 9)
and Figure 10) is displayed.

Personnel Actions
U.s. Department Of Agriculture
Year = Calendar Year 2003 and Personnel Office Identifier = 5317 - USDA - OCFOQ - NFC
{MEW ORLEAMS, LAY (AGI0Y and Pay Plan = G5 and Ccc Ser = 0343 - MANAGEMENT AND
PROGRAM AMWALYSIS and RNO = Asian/ Pacific Islander or Black ar Hispanic or American
Indian/ alaskan Mative or White or Other and Gender = Female and Supervisary Status =
Mon-Supervisory and Grade = 11 and Location (State) = Louisiana and PATCO =
Professional or Administrative or Other and Employment Type = Permanent Full-Time and
4ge »= 25 Years Old and Education Level = Bachelors and Length of Service <= 5 years

By Crg
Org Total @b ‘;:r"ta' Full-Time (%%) Part-Time (%) Other (%6)
Dff Of The Chief Fnancl Dffcr & s =} 100
Total 2 u] 2 100

Total U.s. Department Of Agriculture Actions: 139553

Figure 9. Report Displayed As A Chart
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Personnel Actions
For The U.s. Department Of Agriculture - Off Of The Chief Fhancl Offcr
Where Year = Calendar Year 2003 and Personnel Office Identifier = 5317 -
USDA - OCFO - MFC (NEW ORLEANS, LAY (AG30) and Pay Plan = GS and
Occ Ser = 0343 - MANAGEMENT AND PROGRAM ANALYSIS and RNO =
Asian/ Pacific Islander or Black or Hispanic or American Indian/ Alaskan
Mative or White or Other and Gender = Fermale and Supervisory Status =
Mon-Supervisory and Grade = 11 and Location {State) = Louisiana and
PATCD = Professional or Administrative or Other and Employment Type =
Permanent Full-Time and Age == 28 Years Old and Education Level = and
Length of Service

Full-Time I -
Part-Time | o
Other lo

Figure 10. Report Displayed As A Graph

Viewing Reports Online

You can run certain reports to be viewed online. Only reports that harerilTée Report

option on the Run The Report mermig(re 8) can be viewed online. These reports may also
be printed using this option.

To view a report online:

1. On the Select A Report Mengiqure 7), select the applicable report. The selected
report is displayed.

Note: All reportsexceptEnergy Data Download, Telephone Download, Employee
Search (By Name), FSDW Facts | File, and Employee Search (By SSNO) have the
Run The Report option on the Run The Report memiggre 8).

Complete the fields on the applicable report.
After completing each field, click the applicable command button.

SelectrRun The Report on the Run The Report mertigure 8).

a > w DN

Click [Go]. The reportKigure 11) is displayed for viewing.

LS04 - Mational Finance Canter
PMarring and Trackang System
Status Report

ax =F 03T 20 3

Fiscal Year = 2003 and Promsct Kumber = 3086 an Sepnbem dcmryn = BARK snd MEC Rramch =
PA&SE mnd Frogjesct Bource = LCAE snd Frgject Ghabus = COMP
[ — Breimvih PRt Parn,
el o by [ ] P M ey Dgtm ot Ded Betm Ored  dich Orad Daln  Sinbus

[1- Al PR THERETE [afE [ & 1 0 2 L i 2 (REEL e b HE

| e v merw ke b
Wemd g e wia s reoards | B i

Figure 11. Report Displayed For Viewing
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Saving Reports In My Reports Folder

pauels bumeo

You can save your report(s) to the My Reports folder option. By saving your report(s) tg
Reports folder, you can run the same reports periodically without having to reenter datg
When using this option, you can only run the report with the data previously entered. T
most useful when running routine reports that contain current data. You cannot change
the selection criteria when using this option.

To save a report to My Reports:

1. On the Select A Report Mengiqure 7), select the applicable report. The selected
report is displayed.

Note: All reportsexceptEmployee Search (By Name), FSDW Facts | File, and
Employee Search (By SSNO) have 8we In My Reports Folder option on the Run
The Report menuF(gure 8).

Complete the fields on the applicable report.
After completing each field, click the applicable command button.

SelectSave In My Reports Folder on the Run The Report mergigure 8).

a M W DN

Click [Go]. The My Reports pop-uFigure 12 ) appears.

Report Name |hires

Calendar vear = 2003 and Personnel Office -
Identifier = 1793 - ZMD and D STREETS SW RM1&0
Sub Heading {Selection Criteria): |[WASHINGTON, DC) (LALA) and Pay Plan = GM
and Occ Ser = 0007 - CORRECTIOMAL OFFICER
and RMC = Asian/ Pacific Islander or Black or bl
=l
MNotes:
[ -

done I cancel |

Figure 12. My Reports pop-up

6. Complete the fields as indicated undgrReports Pop-up Field Instructions

7. Click [Done]. A Confirmation pop-up appearsidure 13 ).

Microsoft Inte x|

& “our Beport has been saved in My Beports

ok, |

Figure 13. Confirmation pop-up

8. Click [OK]. The report requested is displayed.
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Retrieving Reports From Your My Reports Folder

You can retrieve reports that you have previously saved from your My Reports folder. By
retrieving a report from your My Reports folder, you can run the report with the most current
information in the database based on the criteria that you entered when you saved the report
to My Reports.

To retrieve a report from your My Reports folder:

1. On the Select A Report MenBiqure 7), selectMly Reports . The My Reports Listing

menu Figure 14) is displayed with a list of reports that you saved to your My Reports
folder.

My Reports Listing

energy data download &
hires

otrs ipac

pats 3-11
persannel action 3-11L|

Include Motes: res QO Mo

Figure 14. My Reports Listing menu

. On the My Reports Listing men&igure 14 ), complete the fields as indicated under

My Reports Listing Menu Field Instructions

. Click [Select] . A pop-up Figure 15) appears listing the report selected.

My Reportzs lizting: pats 3-11

Motes:

Figure 15. Pop-up With Selected Report

. After clicking [Select] , select the applicable action on the Run The Report menu (for

My Reports) Figure 16 ).

iPun the repaort

Edit My Reportz [Title and Nates)
FRemowve from My Reparts list
Save repott az a spreadsheet
Save output in a falder

Figure 16. Run The Report menu (for My Reports)

The following actions may be taken from the Run The Report menu (for My Reports).
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*  Run The Report . The report is displayed.
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*  Edit My Reports (Title And Notes) . You can modify the Report Name and/or
Notes field(s) on the My Reports pop-wig(re 12). You cannot modify the
fields on the report. The only way to modify the fields on a report is to select
applicable report, complete the fields, and rerun the report.

*  Remove From My Reports List . You can remove the report from your My Repo
folder.

* Save Report As A Spreadsheet . The report is displayed as a spreadsheet.

*  Save Output In A Folder . The report is saved to a folder.

5. Click [Go].

Creating A Spreadsheet

The Reporting Center allows you to create a spreadsheet for certain reports. Only reports that
have theSave Report As A Spreadsheet option on the Run The Report memig(re 8) can
be created as spreadsheets.

To create a spreadsheet:

1. On the Select A Report Mengiqure 7), select the applicable report. The selected
report is displayed.

Note: All reports,exceptSF 2812, Employee Search (By Name), and Employee
Search (By SSNO) have tlsave Report As A Spreadsheet option.

n

Complete the fields on the applicable report.
After completing each field, click the applicable command button.
SelectSave Report As A Spreadsheet on the Run The Report mertigure 8).

Click [Go].

o o > W

Follow the onscreen prompts unique to your browser/setup to save your report as a
spreadsheet. After you follow the prompts, your report will be displayed as a
spreadsheet.
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Figure 17. Report Displayed As A Spreadsheet

Saving Reports To A Folder

The Reporting Center allows you to save some of your reports to a folder so that more than
one person can utilize the report(s). Only reports that hav@atleereport In A Folder

option or theSave Output To A Folder option on the Run The Report memiggre 8) can be
saved to a folder.

To save reports to a folder:

1. On the Select A Report Mengidqure 7), select the applicable report. The selected
report is displayed.

Note: All reportsexceptEnergy Data Download, Telephone Data Download,
Employee Search (By Name), and Employee Search (By SSNO) hasavtheeport
In A Folder option or theSave Output To A Folder option.

2. Complete the fields on the applicable report.
3. After completing each field, click the applicable command button.

4. SelectSave Report In A Folder 0Or Save Output To A Folder on the Run The Report
menu Figure 8).

5. Click [Go].

6. Follow the onscreen prompts unique to your browser/setup to save your report to a
folder. After you follow the prompts, your report will be saved in a folder.
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Field Instructions For Using The Reporting Center

This section presents the following topics:

Reporting Center Main Menu Field Instructions

Change Your Password Pop-up Field Instructions

Select A Report Menu Description

My Reports Pop-up Field Instructions

My Reports Listing Menu

Reporting Center Main Menu Field Instructions
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The Reporting Center Main MenBidure 2) is displayed when you clidoK] on the
Warning Message={gure 1). The Reporting Center Main Mengidure 2) offersHow Do |
for instructions for functions on the Reporting Cengeort Descriptions  which offers a
drop down containing descriptions of available report8essage Board which contains a
list of the most recently updated reports, ameas section which gives information
regarding current updates to the Reporting Center. The text on these options changes as
information is updated on the Reporting Center. For more information on the Reporting
Center Main Menu, se®&tarting The Reporting Center .

User ID Type your Reporting Center user ID.

Password Type your password. If you are accessing the FSDW Financial reports, your
Reporting Center password must be the same as your NFC Mainframe
password.

Change Password Check this box if you wish to change your password. The default for this field is

blank. If you check this box, the Change Your Password popigue 3)
appears after you cligkogin] . For instructions on changing your password, see
Changing Your Password .

How Do ... Click the down arrow to receive instructions for performing various functions in
the Reporting Center. Valid values &eecate A Report , Save
Customized Reports  , Use The Org Structure Wizard ,
andExport To A Spreadsheet

Report Descriptions Click the down arrow to receive descriptions of reports available. All reports
currently available on the Reporting Center are listed on Report Descriptions.

Change Your Password Pop-up Field Instructions

The Change Your Password pop-&fy(re 3) appears when you check the Change Password
box and clicKLogin] on the Reporting Center Main Mergigure 2 ).
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Enter New Password Type your new password. If you are accessing the FSDW Financial reports,
your Reporting Center password must be the same as your NFC Mainframe
password.

Confirm New Password Retype your new password.

Select A Report Menu Description

The Select A Report Men®igure 7) is displayed after you login to the Reporting Center.
The Select A Report Menifure 7) allows you to choose the type of report that you wish
to display. For instructions on using the Select A Report Meiguré¢ 7 ), seeSelect A

Report Menu .

My Reports Pop-up Field Instructions

The My Reports pop-ugFigure 12) appears when you cli¢&o] after selectingsave in My
Reports Folder on the Run The Report mergigure 8).

Report Name Type the name that you want to give the report. This should be something easy
for you to remember. Information in this field may be changed.

Sub He)ading (Selection This field is system generated based upon criteria entered on the report.
Criteria

Notes Type any notes related to the report. This field is available for you to record any
information that will help you when running the report. Information in this field
may be changed.

My Reports Listing Menu Field Instructions

The My Reports Listing mentFigure 14 ) is displayed when you selewy Reports on the
Select A Report Menu={gure 7).

List Box This field is system generated based on the names that you gave the reports
saved to your My Reports folder. A list of reports saved is displayed in this
field. Select the applicable report to be retrieved.

Include Notes Select the applicable radio button to designate whether or not to include notes
when running the report. These are notes from the Notes field on the My
Reports pop-upFgure 12). Valid values ar&’'es andNo. The default for this
field isYes.
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Running Administrative Reports

The Administrative Reports menBidure 18 ) contains the following reports:
Energy Data Download

Energy Detail
Energy Summary

Leave Error

Telephone Download

Telephone Over The Max Limit Report
OTRS/IPAC

gy Surnrmary
Leawve Error Report

Telephone Download

Telephone

Z anding Travel &
LS IPAC

Figure 18. Administrative Reports menu
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Energy Data Download

The Energy Data Download report is displayed when you sEteegy Data Download on

the Administrative Reports menBsidure 18 ). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Agency:
Account Murmber:
wice Location:

=)
o

£
=)
o

<

Energy Type:

Figure 19. Energy Data Download report

)
c
=}
3.
=i
Q
>
o
3.
=2
@
=
2
<
@
Py
]
-
<]
=1
7

After running the Energy Data Download rep@itgre 19 ), the Energy Data Download
report (with criteria) Eigure 20) is displayed.

= S il T, AT = i aral w i e Larvars im e = L 1
b e e b i ey Loy o e ey By Derviev By emie By

Figure 20. Energy Data Download report (with criteria)

Field Instructions:

Agency Click the Agency field to select the applicable agency for the report. Both the
2-digit agency code and the literal are displayed in this field. If a single agency,
other tharQ1-Office Of The Secretary , 30-Food And
Nutrition Service , 37-Food Safety And Inspection
Service |, IT-Office Of The Chief Info Officer ,

CE-FSA County Office Committee , CU-Customs &

Border Protection , or PI-DHS Plum lIsland is chosen,

additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field\is . Multiple or block selections

are available in this field.

As each agency is selected, different fields are displayed. These fields are
specific to each agency.
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Cost Resp. Center

Cost Resp. Division

Location

Location 2

Appn/Allottee

Class/Sp. Purpose

Region

Suboffice

Unit

Subunit

Special Purpose
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This field is generated when you selé2-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you selé2-Agr. Marketing Service

in the Agency field. Click the field to select the applicable accounting code.
Available selections for this field are based upon your entry in the Cost Resp.
Center field. Multiple or block selections are available in this field.

This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel88-Risk Management

Agency, 11-Forest Service , or 16-Natural Resources

Consv Serv in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel68-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel&6:Natural Resources
Consv Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.
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FY/ Fund This field is generated when you sel2fNatl Agrl Statistics
Service or23-Off. Of The Inspector General in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

Division This field is generated when you sel2fNatl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

State Office This field is generated when you sel2fNatl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Organization This field is generated when you sel2@Off. Of The Inspector
General in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Pgm/Rgn/Div This field is generated when you sel8dtAnimal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

Organizaton This field is generated when you sel@dtAnimal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

)
c
=}
3.
=i
Q
>
o
3.
=2
@
=
2
<
@
Py
]
-
<]
=1
7

Mgmt. Code This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.

Budget Act. This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

FY/Appn This field is generated when you sel@€Off Of The Chief
Financial Offcr or 98-Office Of Operations in the Agency
field. Click the field to select the applicable accounting code (Option 1).
Multiple or block selections are available in this field.

Org This field is generated when you sel@€Off Of The Chief
Financial Offcr in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.
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Div/Branch

Office/Division

Index Code

Account Number

Service Location

Geographic Location

Code

Service Date

Govt. Owned/Leased

Vendor

Feeder System Acronym
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This field is generated when you sel@8-Office Of Operations in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you selBA-Departmental
Administration in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

This field is generated when you selB&-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Click the field to select the applicable service location name available. The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this #éld is
Multiple or block selections are available in this field.

Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values afe-Government Owned andL-Leased .

The default for this field i&\ll . Multiple or block selections are available in

this field.

Click the field to indicate the vendor name (utility company). The available
options are determined by selection criteria in previous fields. The default for
this field isAll . Multiple or block selections are available in this field.

Click the field to select the applciable 4-position Feeder System acronym for the
applicable NFC application. The available options are determined by selection
criteria in previous fields. The default for this fieldAH . Multiple or block
selections are available in this field.
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Energy Type Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field
is All . Multiple or block selections are available in this field.
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Energy Detail

The Energy Detail reportigure 21) is displayed when you seleEbergy Detail on the
Administrative Reports men@igure 18 ). This report contains energy data concerning feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Agency:

Account Murmber:

Service Location Marme:
Geographic Location Cade:
Service Date:

Gowvt, OwnedfLeased:

Vendar:

Feeder Syztern Acranyrn:

Energy Type:
Sort By

Figure 21. Energy Detail report

After running the Energy Detail reporigure 21 ), the Energy Detail report (with
criteria) Eigure 22) is displayed.
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Figure 22. Energy Detail report (with criteria)
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Field Instructions:

Agency

Cost Resp. Center

Cost Resp. Division

Location

Location 2

Appn/Allottee

Class/Sp. Purpose

Region

Sub-Office
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Click the Agency field to select the applicable agency for the report. If a single
agency, other tha@1-Office Of The Secretary , 30-Food And
Nutrition Service , 37-Food Safety And Inspection

Service |, IT-Office Of The Chief Info Officer ,

CE-FSA County Office Committee , CU-Customs &

Border Protection , or PI-DHS Plum lIsland is chosen,

additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field\is . Multiple or block selections

are available in this field.

This field is generated when you selé2-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you selé2-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

This field is generated when you sel88Risk Management

Agency, 11-Forest Service , or 16-Natural Resources

Consv Serv in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

This field is generated when you sel68-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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Unit This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Subunit This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code
(Option 3). Multiple or block selections are available in this field.

Sp. Purpose This field is generated when you sel&6:-Natural Resources
Consv Service in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this

field.
F/Y Fund This field is generated when you sel2fNatl Agrl Statistics
Service or23-0Off. Of The Inspector General in the

Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Division This field is generated when you sel2fNatl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this

Z
field. 2
2
State Office This field is generated when you sel2€Natl Agrl Statistics %
Service in the Agency field. Click the field to select the applicable 2
accounting code (Option 3). Multiple or block selections are available in this 3
field. 7
Organization This field is generated when you sel2@Off. Of The Inspector

General in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

Pgm/Rgn/Div This field is generated when you sel@dtAnimal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

Org/Sub-Unit This field is generated when you sel@dtAnimal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code (Option 2). Multiple or block selections are available in this
field.

Mgmt. Code This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 1). Multiple or block
selections are available in this field.
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Budget Act.

FY/Appn

Org

Office/Division

Index Code

Account Number

Service Location Name

Geographic Location

Code

Service Date

Govt. Owned/Leased
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This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code (Option 2). Multiple or block
selections are available in this field.

This field is generated when you sel@@Off Of The Chief Fi-

nancial Offcr or 98-Office Of Operations in the Agency

field. Click the field to select the applicable accounting code (Option 1). Multi-
ple or block selections are available in this field.

This field is generated when you sel@€Off Of The Chief

Financial Offcr in the Agency field. Click the field to select the
applicable accounting code (Option 2). Multiple or block selections are
available in this field.

This field is generated when you selBA-Departmental
Administration in the Agency field. Click the field to select the
applicable accounting code (Option 1). Multiple or block selections are
available in this field.

This field is generated when you selB&-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field isAll . Multiple or block selections are available in this field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this #éld is
Multiple or block selections are available in this field.

Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values ateLeased andG-Government Owned

The default for this field i&\ll . Multiple or block selections are available in

this field.
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Vendor Click the field to indicate the applicable utility company. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Feeder System Acronym  Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this fieldAdl . Multiple or block selections
are available in this field.

Energy Type Click the field to select the applicable energy type. The available options are
determined by selection criteria in previous field. The default for this field is
All . Multiple or block selections are available in this field.

Sort By Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class. The default softdsounting Class 1
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Energy Summary

The Energy Summary reporigure 23) is displayed when you seleEtergy Summary on

the Administrative Reports menBsidure 18 ). This report contains energy data on all feeder
systems currently logged into NFC. Data for this report is obtained from NFC’s Energy
database and is updated monthly. The Energy database contains data from the Utilities
System, MISC, PRCH, and FFIS.

Vendar:

i ACronyY

Surnrnarize By

Figure 23. Energy Summary report

After running the Energy Summary repdfig(ire 23 ), the Energy Summer report (with
criteria) Eigure 24 ) is displayed.

USDA Energy Summary
Agency = 90 -- OFF OF THE CHIEF FNANCL OFFCR and FY/appn = 029 or 039 and Org =
M and ¥endar Name = ENTERGY and Account Number = 11030095 or 1847060 or
1847069 ar ES089400510 and Feeder System Acronym = UTYM and Geographic Location
Code = 221690071 and Gowt, Owned/Leased Code = L and Service Date =  10/31/2001
and Summarized by = Org
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FY/appn = 029 Org = M

Type of Energy Reporting Consumpbon Amount
Units
Electricity MWH 2,116 $128,570
Fuel 0Oil Thou. Gal. L] $0
Natural Gas Thou. Cu. Ft. L] $0
LPG/Propane Thou. Gal 0 $0
Coal 5. Ton 0 $0
Water Thou. Gal 0 $0
Unidentified Utiliies a/c 2310 $0
Misc Energy Supplies 0/C 2610 $0
Total Costs $138,570

Figure 24. Energy Summary report (with criteria)
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Field Instructions:

Agency Click this field to the select the applicable agency. If a single agency, other than
22-COOP State, Res, Educ, And Ext Serv , 30-Food
And Nutrition Service , IT-Office Of The Chief Info
Officer , CE-FSA County Office Committee , CU-Customs
& Border Protection , or PI-DHS Plum lIsland . is chosen,
additional fields are displayed. If you multiple agencies are chosen, the
additional fields are not displayed. The default for this fieldlls . Multiple or
block selections are available in this field.

Cost Resp. Center This field is generated when you selé2-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Cost Resp. Division This field is generated when you selé2-Agr. Marketing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Location This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Location 2 This field is generated when you sel8@Agr. Research Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Appn/Allottee This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 1). Multiple or block selections are available in this field.

Class/Sp. Purpose This field is generated when you sel6¢:Rural Housing Service
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.

Region This field is generated when you sel88Risk Management
Agency, 11-Forest Service , or 16-Natural Resources
Consv Serv in the Agency field. Click the field to select the applicable
accounting code (Option 1). Multiple or block selections are available in this
field.

Sub-Office This field is generated when you sel68-Risk Management Agency
in the Agency field. Click the field to select the applicable accounting code
(Option 2). Multiple or block selections are available in this field.
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Unit

Sub Unit

Sp. Purpose

FY/ Fund

Division

State Office

Organizaton

Pgm/Rgn/Div

Org/Sub-Unit

Mgmt. Code

Budget Act.

This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

This field is generated when you selédtForest Service in the
Agency field. Click the field to select the applicable accounting code. Multiple
or block selections are available in this field.

This field is generated when you sel&6:Natural Resources
Consv Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel2€Natl Agrl Statistics

Service or23-Off. Of The Inspector in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field

This field is generated when you sel2€Natl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel2fNatl Agrl Statistics
Service in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel2@Off. Of The Inspector
General in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel@d:Animal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel@dtAnimal/Plant Health
Insp. Serv. in the Agency field. Click the field to select the applicable
accounting code. Multiple or block selections are available in this field.

This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.

This field is generated when you sel86:GIPSA in the Agency field. Click
the field to select the applicable accounting code. Multiple or block selections
are available in this field.
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FY/Appn

Org

Div/Branch

Office/Division

Index Code

Account Number

Service Location Name

Geographic Location

Code

Service Date

Govt. Owned/Leased
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This field is generated when you sel@@Off Of The Chief

Financial Offcr or 98-Office Of Operations in the Agency
field. Click the field to select the applicable accounting code. Multiple or block
selections are available in this field.

This field is generated when you sel@€Off Of The Chief
Financial Offcr in the Agency field. Click the field to select the

applicable accounting code. Multiple or block selections are available in this
field.

This field is generated when you sel@8-Office Of Operations in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

This field is generated when you selBA-Departmental

Administration in the Agency field. Click the field to select the
applicable accounting code. Multiple or block selections are available in this
field.

This field is generated when you selB&-Farm Service Agency in
the Agency field. Click the field to select the applicable accounting code.
Multiple or block selections are available in this field.

Click the field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Click the field to select the applicable service location available. The available
options are determined by selection criteria in previous fields. The default for
this field isAll . Multiple or block selections are available in this field.

Click the field to select the applciable geographic location code(s). The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.

Click the field to select the applicable timeframe for the report. The available
options are determined by selection criteria in previous fields. If conflicting
dates are selected, the report will not generate. The default for this #éld is
Multiple or block selections are available in this field.

Click the field to indicate whether or not the building is owned or leased by the
government. The available options are determined by selection criteria in
previous fields. Valid values afe-Government Owned andL-Leased .

The default for this field i&\ll . Multiple or block selections are available in

this field.
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Vendor Click the field to select the applicable utility company. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Feeder System Acronym  Click the field to select the applciable 4-position acronym for the applicable
NFC application. The available options are determined by selection criteria in
previous fields. The default for this fieldAdl . Multiple or block selections
are available in this field.

Summarize By Click this field to select the sort options. Multiple or block selections are not
available for this field. If multiple agencies were selected in the Agency field,
you can sort by agency. If a single agency was selected in the Agency field, you
can sort by accounting class.
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Leave Error

The Leave Error reporfigure 25) is displayed when you selectave Error on the

Administrative Reports mentigure 18 ). This report contains leave error data used by
timekeepers when working with time and attendance and leave audits. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly.

Contact Point:

Sort Qrder: Contack Point, Last Mame

Figure 25. Leave Error report

After running the Leave Error repoRigure 25 ), the Leave Error report (with
criteria) Eigure 26) is displayed.

Lems: Error Report
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IFarr s smmiabrs amae we rerded b be b amds mrercan of pay pe—ed g
[mrisbad By [ 1 §
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Figure 26. Leave Error report (with criteria) §
@
Field Instructions
Contact Point Click this field to select the applicable contact point. After making your

selection, clickDone], [Cancel] , or [Reset] , as applicable.

Sort Order Click this field to select the applicable sort option. Click the down arrow to
display the various sort options. Each level has two parts. The first part is the
literal sort, and the second part is whether or not you want to sort in ascending
or descending order. This field defaults3ontact Point, Last
Name After making your selection, cligbone], [Cancel] , or[Reset], as
applicable.
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Telephone Download

The Telephone Download repoFidure 27) is displayed when you selentlephone

Download from the Administrative Reports menidgure 18 ). This report provides a

download of all telephone data currently in the NFC database. Data for this report is obtained
from TELE and is updated weekly.

Agency:

Account Murmber:
unt Status;
ontact Point:

Service Location (S
Vendor Murmber:

Vendor Marme:!
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Figure 27. Telephone Download report

After running the Telephone Download repdtityre 27 ), the Telephone Download report
(with criteria) Eigure 28) is displayed.

== A LI DT
mra L L TEL
e

Figure 28. Telephone Download report (with criteria)

Field Instructions:

Agency Click the Agency field to select the applicable agency for the report. If a single
agency, other thadl-Office Of The Secretary , is chosen,
additional fields are generated. If multiple agencies are chosen, additional fields
are not generated. The default for this field\is . Multiple or block selections
are available in this field.
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Account Number

Account Status

T&A Contact Point

T&A Contact Name

T&A Contact (City)

T&A Contact (State)

Service Location

Service Location (City)

Service Location (State)

Vendor Number
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Click this field to select the applicable account number. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Click this field to select the applicable account status. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Click this field to select the applicable T&A contact point. The available

options are determined by selection criteria in previous fields. The T&A contact
point is displayed in this field with the agency code, state code, town code, and
unit code. The timekeeper code is not displayed in this field. The default for this
field is All . Multiple or block selections are available in this field.

Click this field to select the name of the applicable T&A contact point. The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.

Click this field to select the applicable city. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Click this field to select the applicable state. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Click this field to select the applicable service location. The available options
are determined by selection criteria in previous fields. The default for this field
is All . Multiple or block selections are available in this field.

Click this field to select the applicable service location city. The available
options are determined selection criteria in privious fields. The default for this
field is All . Multiple or block selections are available in this field.

Click this field to select the applicable service location state. The available
options are determined by selection criteria in previous fields. The default for
this field isAll . Multiple or block selections are available in this field.

Click this field to select the applicable vendor number for the applicable
telephone company. The available options are determined by selection criteria in
previous fields. The default for this fieldAdl . Multiple or block selections

are available in this field.
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Vendor Name Click this field to select the applicable vendor name. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Vendor (City) Click this field to select the applicable vendor city. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Vendor (State) Click this field to select the applicable vendor state. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Type Service Click this field to select the applicable type of service. The available options are
determined by selection criteria in previous fields. The default for this field is
All . Multiple or block selections are available in this field.

Billing Cycle Click this field to select the applicable time frame for the billing cycle. The
available options are determined by selection criteria in previous fields. The
default for this field isAll . Multiple or block selections are available in this
field.
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Telephone Over The Max Limit

The Telephone Over the Max Limit repoFigure 29 ) is displayed when you

selectTelephone Over The Max Limit on the Administrative Reports mersigure 18). This
report contains data regarding telephone accounts that have exceeded their service or toll
limits.

Agency:
unt Murmber:
Contact Paoint:

Vendor Mame:

Sort By: Date Processed

Figure 29. Telephone Over The Max Limit report

After running the Telephone Over The Max Limit rep@&itre 29 ), the Telephone Over The
Max Limit report (with criteria) figure ) is displayed.

LESNA - Fpbwonal Fnancs Cerder

Talephinne Oreer thae Mas - Lierek Baport
i T3 B e & d, Wi Bl T VLRI g5 T B & COneT AT P o
Wbl Pl T AT 1 el RS e Pipasl TE SPRTHT PO gl Type S Byl Ti Moy
O [ P [ [r— Tl [P
Foe maamd T VBN Tamland [ [P vl Camwe Leml e G
¥ TR T R T T T vy S T revrer T

spoday aAnensiuwpy Buluuny

Figure 30. Telephone Over The Max Limit report (with criteria)
Field Instructions

Agency Click this field to select the applicable agency. After making your selection,
click [Done], [Cancel], or [Reset], as applicable.

Account Number Click this field to select the applicable account number. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

T&A Contact Point Click this field to select the applicable T&A contact point. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Vendor Name Click this field to select the applicable vendor name. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Type Service Click this field to select the applicable service type. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.
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Sort By
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Click this field to select the applicable date processed. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to select the applicable sort options. This field defaulBatie
Processed . After making your selection, cligbone], [Cancel] , or [Reset],
as applicable.
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OTRS/IPAC

The OTRS/IPAC reportHgure 31) is displayed when you sele@rRS/IPAC on the
Administrative Reports men@igure 18 ). This report contains accounting data used to track
bills. There are two reports available on this option. They aredéeReport Of

Unprocessed OPAC/IPAC Bills and theCompletely Processed OPAC/IPAC Bills . Data for

this report is obtained from the OTRS/IPAC Tracking and Reconciliation System database
and is updated nightly.

S5fIPAC Repart: Aged Repart of Unprocessed QPAC/IPAC Bills

Docurnent Reference Mumber:
Fay Register Date:

Sort By: Bill Dat

Figure 32. OTRS/IPAC report

After running the OTRS/IPAC reporftigure 32 ), the OTRS/IPAC report (with
criteria) Eigure 33) is displayed.

LSO OOFRD Matonal Finance Center
Aged Report of Unprocessod OPAC Blll=
Blld Daties = 08/14/5002 Argd Optument Paferncs Munbier = 64 700438 And Al = DOOO4S1D A
Pay Registar Dabe = &34,/ 2002
Soried by Bl Daks
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Figure 33. OTRS/IPAC report (with criteria)

Field Instructions

OTRS/IPAC Report Click this field to select the applicable type of report to be run. Valid values are
Aged Report Of Unprocessed OPAC/IPAC Bills and
Completely Processed OPAC/IPAC Bills . The default for this

field is Aged Report Of Unprocessed OPAC/IPAC Bills

You can also select from various spreadsheets. If you select one of the
spreadsheets, the report is run based on the spreadsheet selected. You do not
need to complete the remaining fields if one of the spreadsheets is selected. The
other fields are no longer displayed if you select one of the spreadsheets.

After making your selection, clidloone] or[Reset], as applicable.
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ALC

Bills Dated

Document Reference

Number

Pay Register Date

Sort By
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Click this field to select the applicable ALC (Agency Location Code). The
default for this field isAll . After making your selection, clidgone],
[Cancel], or [Reset], as applicable.

Click this field to select the date(s) for the bill(s) on the report. The default for
this field isAll . After making your selection, cligbone], [Cancel] , or
[Reset], as applicable.

Click this field to select the applicable document reference number(s) for the
report. The default for this field &ll . After making your selection, click
[Done], [Cancel] , or [Reset], as applicable.

Click this field to select the applicable pay register date. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to select the applicable sort options. Valid valuef\afg,

Bill Date  , andDocument Reference Number . The default for
this field Bill Date . After making your selection, clidbone], [Cancel] , or
[Reset], as applicable.
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Running Financial Reports

This Financial Reports mengigure 34 ) contains the following reports:
SF-224 Abstract Of Trans (SCAP5D)

EFSDW Abnormal Balance By Treas Sym
ESDW Abnormal Balance By Fund
ESDW Adjustments Report

ESDW Consolidated Financial Statements

ESDW Crosswalk Trial Balance

ESDW Eliminations Report

ESDW Financial Statement Consistency Report

FSDW GL (General Ledger) Account Trial Balance

ESDW Preliminary Financial Statements

ESDW Trial Balance

ESDW Trial Balance By Treasury Symbol
FSDW SF133

FSDW FMS2108
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W2 Wage And Tax Statement
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SF
Statement of Earmings and Leave
W2 Wage and Tax Statement

Figure 34. Financial Reports menu
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SF-224 Abstract Of Trans (SCAP5D)

The SF-224 Abstract of Trans (SCAPS5D) repeigyre 35) is displayed when you

selectSF-224 Abstract Of Trans (SCAP5D) on the Financial Report§igure 34 ) menu. This

report contains a list of the receipts and disbursements sorted by agency, accounting station,
and treasury symbol. This report is used by the agency to control funds. This report is
reconciled against the SF-224, Statement of Transactions, and the GL. This report is due at
the agency the fifth workday subsequent to the end of the reporting month. Data for this
report is obtained from NFC’s Central Accounting System and is updated monthly.

Agency:
ounting Maonth:
unting Station:

-apriation Fund/Receipt Symbal:
Schedule Murmber:
Cate Paid:

Figure 35. SF-224 Abstract Of Trans (SCAP5D) report

After running the SF-224 Abstract Of Trans (SCAPS5D) repagufe 35), the SF-224
Abstract Of Trans (SCAP5D) (with criteriggidure 36 ) is displayed.

L1 S. DEPARTMENT OF AGRICLL TLERE
PATIOMAL FIRNAMNDE DERTER
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Figure 36. SF-224 Abstract Of Trans (SCAP5D) report (with criteria)

Field Instructions:
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Agency This field is only available to users with multi-agency access. Click this field
select the applicable agency. Both the 2-character agency code and the liter
displayed on this field. The default for this fieldAH . Multiple or block
selections are available in this field.

Accounting Month Click this field to indicate the month to be included on the report. This field is
arranged in month order (not year order) with both the previous and current year
listed for each month. Be sure to indicate the correct year when selecting the
applicable month(s) to be displayed on the report. The default for this field is
All . Click this field to indicate the month to be included on the report.

57



Accounting Station

Appropriation

Fund/Receipt Symbol

Schedule Number

Date Paid
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Click this field to indicate the accounting station to be included on the report.
The 4-digit accounting station code is displayed in this field. The default for this
field is All . Multiple or block selections are available in this field.

Click this field to indicate the appropriation fund to included in the report. The
default for this field isAll . Multiple or block selections are available in this
field.

Click this field to indicate the schedule number to be included in the report. The
default for this field isAll . Multiple or block selections are available in this
field.

Click this field to indicate the date to be included in the report. The default for
this field isAll . Multiple or block selections are available in this field.
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FSDW Abnormal Balance By Treas Sym

Field Instructions:

Fiscal Year

Fiscal Month

Mission Area

The FSDW Abnormal Balance By Treas Sym repeigufe 37 ) is displayed when you
selectFSDW Abnormal Balance By Treas Sym  on the Financial Report§igure 34) menu.
This report contains data from FFIS.

Fizcal ¥ear:

| Manth:

Furd:

Treazury Surnbal:

Figure 37. FSDW Abnormal Balance By Treas Sym report

After running the FSDW Abnormal Balance By Treas Sym reptgtre 37 ), the FSDW
Abnormal Balance By Treas Sym report (with criterigyre 38) is displayed.

AEEF Kan Dot 13010 2000
LS. Department of Ar'in.ll:urr.
Ocfo, Usdafnic
Abmormal Balance by Treasury Symbol Report
Parad Eding April 0, 2003
POED = S sl Forel = S14% arel Treasurey Speadold < 170080 4 asal Hegginriray Fiseal Year = 3801

Gl Mccsaunt Ferea Feprriel Dalaran et Besladvia et

Treasury Swmmiedl dbiEdid
LEAA FUD B&LANCE S [TH THESZIE G it i
LEAL - 33 5] ERALE R TR rwdd [
k] WOE Eid Cagi Conikt 1,0,
Ld1d SCAERCEE TO OTHIRE D i Cenekt [k FE
TEo ) MLLSTHEHTE FED| RN SUTHIE[TY cred i 1]
A RiiL UHEEL OF DB S ELEE-um PAlD 1l [

For Oificiad wee Only

Figure 38. FSDW Abnormal Balance By Treas Sym report (with criteria)

Click this field to indicate the fiscal year to be displayed on the report. The Ig
two positions are displayed in this field. The four-position year is displayed @
the report.

suoday [eloueuld Buluuny

Click this field to indicate the month to be displayed on the report. The
two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.
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Agency Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD
field, the criteria in the Mission Area or POD field will be deleted.

POD Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable

agency.
Fund Click this field to indicate the fund to be displayed on the report.
Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.

Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.

Beginning Fiscal Year Click this field to indicate the beginning fiscal year for the treasury symbol
selected. This field is generated if a selection is made in the Treasury Symbol
field.
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FSDW Abnormal Balance By Fund Report

The FSDW Abnormal Balance By Fund repditygre 39 ) is displayed when you
selectFSDW Abnormal Balance By Fund on the Financial Reportsi§ure 34 ) menu. This
report contains data from FFIS.

Fizcal ¥ear:
Fiscal Month:

ion Area:

il
Fund:
Treazury Surnbal:

Figure 39. FSDW Abnormal Balance By Fund report

After running the FSDW Abnormal Balance By Fund repeiguie 39 ), the FSDW
Abnormal Balance By Fund report (with criteri&)gire 40) is displayed.
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Figure 40. FSDW Abnormal Balance By Fund report (with criteria)
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Field Instructions:

Fiscal Year Click this field to indicate the fiscal year to be displayed on the report. The Ig
two positions are displayed in this field. The four-position year is displayed on
the report.

Fiscal Month Click this field to indicate the month to be displayed on the report. The

two-position numeric month is displayed in this field. The complete alpha
month is displayed on the report.
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Mission Area

Agency

POD

Fund

Treasury Symbol
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Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.

Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area or POD
field, the criteria in the Mission Area or POD field will be deleted.

Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Click this field to indicate the fund to be displayed on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
Depending on the selection made, the Beginning Fiscal Year field may be
generated after making a selection in this field.
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FSDW Adjustments Report

The FSDW Adjustments Reporidure 41) is displayed when you seleespw
Adjustments on the Financial Reportsigure 34 ) menu. This report contains data from
FFIS.

strment Type:

Contral Murmber:
zer Id:

Figure 41. FSDW Adjustments report

After running the FSDW Adjustments repdfigure 41 ), the FSDW Adjustments report
(with criteria) Eigure 42) is displayed.
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Figure 42. FSDW Adjustments report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last twd
positions of the year are displayed in this field. The four-position year is
displayed on the report.

suoday [eloueuld Buluuny

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency

Report Line

Adjustment Type

Control Number

User ID
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Click this field to select the agency to be displayed on the report. If this field is
completed, the Mission Area field must be left blank. If you make a selection in
this field, and there is already criteria in the Mission Area field, the criteria in
the Mission Area field will be deleted.

Click this field to indicate the report line to be displayed on the report.

Click this field to indicate the adjustment type to be displayed on the report.

Click this field to indicate the control number to be displayed on the report.

Click this field to indicate the user ID to be displayed on the report.
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FSDW Consolidated Financial Statements

The FSDW Consolidated Financial Statements repaniré 43 ) is displayed when you
selectFSDW Consolidated Financial Statements  on the Financial Reportsigure 34 ) menu.
This report contains data from FFIS.

Financial Staterment: Balance Sheet
ok e ar:
Feport Period:
Staterments: Mo

Furd:

Treazury Surmbal;

Figure 43. FSDW Consolidated Financial Statements report

After running the FSDW Consolidated Financial Statements refiguid 43 ), the FSDW
Consolidated Financial Statements report (with criteA@fe 44 ) is displayed.
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Figure 44. FSDW Consoldiated Financial Statements report (with criteria)
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Field Instructions:

Financial Statement

Report Year

Report Period

Mission Area

Agency

POD

Fund

Treasury Symbol
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Click this field to indicate the type of financial statement to be displayed on the
report. Valid values arBalance Sheet , Statement Of

Budgetary Resources , Statement Of Net Cost ,

Statement Of Changes In Net Position , or Statement

Of Financing . This field defaults t@3alance Sheet . After making

your selection, clickDone] or [Reset], as applicable.

Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, dlieke], [Cancel] , or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, [iake] ,
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field

will be deleted. After making your selection, clitcdone], [Cancel] , or [Reset] ,

as applicable.

Click this field to select the applicable POD to be displayed on the report. If this
field is completed, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area or Agency field will be
deleted. The selection is made based upon the prior year and the applicable
agency.

Click this field to indicate the fund to be displayed on the report. After making
your selection, clickDone], [Cancel] , or [Reset], as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.
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FSDW Crosswalk Trial Balance

The FSDW Crosswalk Trial Balance repdtig(re 45) is displayed when you seleespw
Crosswalk Trial Balance on the Financial Report&igure 34 ) menu. This report contains
data from FFIS.

Financial Staterment: Balance She

GL Account:
Furd:
Treazury Surmbal;

Figure 45. FSDW Crosswalk Trial Balance report

After running the FSDW Crosswalk Trial Balance repbidure 45 ), the FSDW Crosswalk
Trial Balance report (with criteriafigure 46 ) is displayed.
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Figure 46. FSDW Crosswalk Trial Balance report (wtih criteria)

Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on the
report. Valid values arBalance Sheet , Statement Of
Budgetary Resources , Statement Of Net Cost ,
Statement Of Changes In Net Position , or Statement
Of Financing . This field defaults t@3alance Sheet . After making
your selection, clickDone] or [Reset], as applicable.
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Report Year

Report Period

Mission Area

Agency

POD

Report Line

GL Account

Fund

Treasury Symbol

68

Title I, Chapter 29
Reporting Center

Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, dlieke], [Cancel] , or
[Reset], as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, [tiake] ,
[Cancel], or [Reset], as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field

will be deleted. After making your selection, clitcione], [Cancel] , or [Reset] ,

as applicable.

Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Click this field to indicate the report line to be displayed on the report. Valid
values ard1-28 . After making your selection, cligbone], [Cancel], or
[Reset], as applicable.

Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, clicoone], [Cancel] , or [Reset], as applicable.

Click this field to indicate the fund to be displayed on the report. After making
your selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.
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FSDW Eliminations Report

Field Instructions:

Report Year

Report Period

Mission Area

The FSDW Eliminations reporFigure 47) is displayed when you selee$DW Eliminations
Report on the Financial Report§igure 34 ) menu. This report contains data from FFIS.

Repor Tear:

Feport Line:

Elimination Type:
Contral Murmber:
zer Id:

Figure 47. FSDW Eliminations report

After running the FSDW Eliminations repoRidure 47 ), the FSDW Eliminations report
(with criteria) Eigure 48) is displayed.
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Figure 48. FSDW Eliminations report (with criteria)

Click this field to indicate the year to be displayed on the report. The last twd
positions of the year are displayed in this field. The four-position year is
displayed on the report.
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Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Agency

Report Line

Elimination Type

Control Number

User ID
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area field must be left blank.

If you make a selection in this field, and there is already criteria in the Mission
Area field, the criteria in the Mission Area field will be deleted.

Click this field to indicate the report line to be displayed on the report.

Click this field to indicate the elimination type to be displayed on the report.
The two-position code is displayed on the report.

Click this field to indicate the control number to be displayed on the report.

Click this field to indicate the user ID to be displayed on the report.
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FSDW Financial Statement Consistency Report

The FSDW Financial Statement Consistency reagtue 50 ) is displayed when you
selectFSDW Financial Statement Consistency  on the Financial Reportsigure 34 ) menu.
This report contains data from FFIS.

Report Period:
Miz=i i

Include Elimminations?: Mo

Figure 49. FSDW Financial Statement Consistency report

After running the FSDW Financial Statement Consistency repigtir¢ 50 ), the FSDW
Financial Statement Consistency report (with critefi&ute 51) is displayed.
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Figure 50. FSDW Financial Statement Consistency report (with criteria)
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Figure 51. FSDW Financial Statement Consistency report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, dligkne]

[Cancel] ,or[Reset] , as applicable.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, clicHDone] , [Cancel] , or[Reset] , as applicable.
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Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click
[Done] ,[Cancel] ,or[Reset] , as applicable.

Agency Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted. After
making your selection, cliclDone] , [Cancel] ,or[Reset] ,as
applicable.

POD Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

GL Account Click this field to indicate the GL code to be displayed on the report. The
four-position code and the literal are both displayed in this field. After making
your selection, clickDone] , [Cancel] , or[Reset] , as applicable.

Fund Click this field to indicate the fund to be displayed on the report. After making
your selection, clickDone] , [Cancel] ,or[Reset] , as applicable.

Treasury Symbol Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field. After making your selection, ¢{bxne] ,
[Cancel] , or[Reset] , as applicable.

Include Eliminations Click this field to indicate whether or not to include eliminations. Valid valued
areYes andNo. This field defaults tdNo. After making your selection, click
[Done] or[Reset] , as applicable.
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FSDW GL Account Trial Balance

The FSDW GL Account Trial Balance repoftgure 52) is displayed when you selegspw
GL Account Trial Balance on the Financial Report&igure 34 ) menu. This report contains
data from the FFIS database.

Gl Ac
Fund:
Treazury Surnbal:

Figure 52. FSDW GL Account Trial Balance report

After running the FSDW GL Account Trial Balance rep@itre 52 ), the FSDW GL
Account Trial Balance report (with criteriggidure 53) is displayed.

DELR Run Date:l/23/Z004

Figure 53. FSDW GL Account Trial Balance report (with criteria)

Field Instructions:

Report Year

Report Period

Mission Area

U.S. Department of Agriculture
Department GL Account Trial Balance Report

Period Ending December 31, 2001
GL Account = 1011 SF-224 DISBURSEMENTS

GL Account GL Account MName Amount

1011 SF-224 DISBURSEMEMTS (44,422 ,646.647.04)
Department Total: ($4,482,645,647,04)

FOR OFFICIAL USE ONMLY

Click this field to indicate the year to be displayed on the report. The last twd
positions of the year are displayed in this field. The four-position year is
displayed on the report.
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Click this field to indicate the time period to be displayed on the report. Valid
values aré0-17 .

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field.
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area and POD fields must be left blank. If you
make a selection in this field, and there is already criteria in the Mission Area or
POD field, the criteria in the Mission Area or POD field will be deleted.

Click this field to select the POD to be displayed on the report. If this field is
completed, the Mission Area and Agency fields must be left blank. If you make
a selection in this field, and there is already criteria in the Mission Area or
Agency field, the criteria in the Mission Area or Agency field will be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
four-position code and the literal are displayed in this field.

Click this field to indicate the fund to be displayed on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
Both the code and the definition are displayed in this field.
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FSDW Preliminary Financial Statements

The FSDW Preliminary Financial Statements repeigute 54 ) is displayed when you
selectFSDW Preliminary Financial Statements — on the Financial Reportsigure 34) menu.
This report contains data from the FFIS database.

Financial Staterment: Balance Sheet

ion Area:
Agency:
P
Fund:

Treazury Surmbal;

Figure 54. FSDW Preliminary Financial Statements report

After running the FSDW Preliminary Financial Statements reparé 54 ), the FSDW
Preliminary Financial Statements report (with criterigure 55) is displayed.
LLLLLLLLLLLL U.!.Dnurulnlliurll.ﬂ:qﬁ.l.lll.r:

Demartmendal Frebrmery Firaroal S ioesemend

[IESIRPY e 8 AR

[t

[T e

H . Frial' Ralelie wef o Frerses

For i er Gy

Figure 55. FSDW Preliminary Financial Statements report (with criteria)
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Field Instructions:

Financial Statement Click this field to indicate the type of financial statement to be displayed on t
report. Valid values arBalance Sheet , Statement Of
Budgetary Resources , Statement Of Net Cost ,
Statement Of Changes In Net Position , or Statement
Of Financing . This field defaults t@3alance Sheet . After making
your selection, clickDone] or[Reset] , as applicable.
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Report Period

Mission Area

Agency

POD

Fund

Treasury Symbol
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Click this field to indicate the year to be displayed on the report. The last two
positions of the year are displayed in this field. The four-position year is
displayed on the report. After making your selection, di2z&ne] ,

[Cancel] , or[Reset] , as applicable.

Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. After making your
selection, clicHDone] , [Cancel] , or[Reset] , as applicable.

Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click

[Done] ,[Cancel] ,or[Reset] , as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field

will be deleted. After making your selection, cli@@one] , [Cancel] , or
[Reset] , as applicable.

Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

Click this field to indicate the fund to be displayed on the report. After making
your selection, clickDone] , [Cancel] ,or[Reset] , as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
After making your selection, clidbone] , [Cancel] , or[Reset] , as
applicable.



Title I, Chapter 29
Reporting Center

FSDW Trial Balance

The FSDW Trial Balance repoigure 56 ) is displayed when you seleesDW Trial
Balance on the Financial Reportsigure 34 ) menu. This report contains data from the FFIS
database.

Repor Tear:
ort Period:

Treazury Surnbal:

Figure 56. FSDW Trial Balance report

After running the FSDW Trial Balance repofigure 56 ), the FSDW Trial Balance (with
criteria) Eigure 57) is displayed.
ANTE K Cade4) & IO 53 UE- hn l_ﬁr A.ﬂrhllmm
Agric.research Service  (03)
Agency Trial Balance
Pericd Ertding Mowambes 30, 7000
Fored = @nd GL Accpask = S 2Ed GBS BURS E TS and Traamery Symmbal =

g BFY vl F Y Faied Lo Al
1 Arceunk - MP-230 EIEEERE ST
L1 Sy mas Telad:

Argera y Tukal:

Fuoe [P aall D Sy
Figure 57. FSDW Trial Balance report (with criteria)

Field Instructions:

Report Year Click this field to indicate the year to be displayed on the report. The last twd
positions of the year are displayed in this field. The four-position year is
displayed on the report.
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Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report. Valid valuéatg .

Mission Area Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency Field must be left blank. If you make a selection
in this field, and there is already criteria in the Agency field, the criteria in the
Agency field will be deleted. Multiple or block selections are available in this
field.
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Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field and on the report. If this
field is completed, the Mission Area field must be left blank. If you make a
selection in this field, and there is already criteria in the Mission Area field, the
criteria in the Mission Area field will be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
GL code and the literal are displayed in this field. The code is displayed on the
report.

Click this field to indicate the fund to be displayed on the report. The code is
displayed in this field and on the report.

Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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FSDW Trial Balance By Treasury Symbol

The FSDW Trial Balance By Treasury Symbol repbidyre 58 ) is displayed when you
selectFSDW Trial Balance By Treasury Symbol — on the Financial Reportsigure 34 ) menu.
This report contains financial data from FFIS.

Feport Tear:

Report Periad:

GL Account:
Furd:
Treazury Surnbal:

Figure 58. FSDW Trial Balance By Treasury Symbol report

After running the FSDW Trial Balance by Treasury Symbol regagtie 58 ), the FSDW
Trial Balance by Treasury Symbol report (with criter@iyre 59) is displayed.

AETE Ean Date s B i
LS. Department of Agriculture
Andmal Ardd Plant Hea, msp.s
Agency Trial Balance

Periad Ereding Mowemdbor 30, 2001
Pl = LA DA sied Farad = 0F sred G Sooosnt = WAE  §F-Fr4 COLLECTIONS sied Trestusy Symmbed = 100000 and
Pawcel Foar = ZRRE

Gl Acceint Pl Paredes Tapes Ayt

Timasiry probeedi 1 Fadia

LElz = I3 DOLLUECTIONS L FLO0 7
Bl Beroownt Todel! 000 o3
Trassury Sarrbsel Teasl: RN ]
Aegancy Tetsd! FELol o]
For dHlinel Sue kg
Théa Fepaet vl Prdriniety piekada Tiat e 8o baedied e Fee Fonsiedi 8l dtaienreia, thees o thae
s will mok maizh
2
Figure 59. FSDW Trial Balance By Treasury Symbol report (with criteria) %
E
=}
Field Instructions: 3
e
Report Year Click this field to indicate the year to be displayed on the report. The last twd §
positions of the year are displayed in this field. The four-position year is 2

displayed on the report.

Report Period Click this field to indicate the time period to be displayed on the report. The
ending date of the period is displayed on the report.
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Click this field to select the mission area to be displayed on the report. If this
field is completed, the Agency and POD fields must be left blank. If you make a
selection in this field, and there is already criteria in the Agency or POD field,
the criteria in the Agency or POD field will be deleted. Multiple or block
selections are available in this field. After making your selection, click

[Done] ,[Cancel] ,or[Reset] , as applicable.

Click this field to select the agency to be displayed on the report. Both the
agency code and the literal are displayed in this field. The literal is displayed on
the report. If this field is completed, the Mission Area and POD fields must be
left blank. If you make a selection in this field, and there is already criteria in
the Mission Area or POD field, the criteria in the Mission Area or POD field

will be deleted. After making your selection, cli@@one] , [Cancel] , or
[Reset] , as applicable.

Click this field to select the POD to be displayed on the report. If you make a
selection in this field, the Mission Area and Agency fields must be left blank. If
you make a selection in this field, and there is already criteria in the Mission
Area or Agency field, the criteria in the Mission Area and Agency fields will be
be deleted.

Click this field to indicate the GL code to be displayed on the report. Both the
four-digit code and the literal for the code are displayed on the report. After
making your selection, clicoone], [Cancel] , or [Reset], as applicable.

Click this field to indicate the fund to be displayed on the report. After making
your selection, clickDone], [Cancel] , or [Reset] , as applicable.

Click this field to indicate the treasury symbol to be displayed on the report.
The code is displayed in this field.
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FSDW SF133

The FSDW SF133 reporfigure 60 )is displayed when you seleesDw SF133 on the
Financial ReportsHgure 34 ) menu. This report contains financial data from FFIS and is
updated monthly.

iscal Year:

cal Month:

Surnrmary or Detail Repart: Surmimary

Figure 60. FSDW SF133 report

After running the FSDW SF133 repoFidure 60 ), the FSDW SF133 report (with
criteria) Eigure 61) is displayed.
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Figure 61. FSDW SF133 report

Field Instructions

Fiscal Year Click this field to select the applicable fiscal year to be displayed on the report.
After making your selection, clic)doone] ,[Cancel] , or[Reset] , as
applicable.

Fiscal Month Click this field to select the applicable reporting period to be displayed on the

report. After making your selection, cligpone] , [Cancel] , or
[Reset] , as applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The
available agencies are listed in alphabetical order. The default for this field is

All . After making your selection, clidoone] , [Cancel] , or
[Reset] , as applicable.

Treasury Symbol Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field &ll . After making your selection, click
[Done] ,[Cancel] ,or[Reset] , as applicable.

Summary Or Detail Click this field to select whether you want the report summarized into one
Report report or in detail reports. The default for this fiel®ismmary. After making
your selection, clickDone] , [Cancel] , or[Reset] , as applicable.
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FSDW FMS2108

The FSDW FMS2108 reportfigure 62 ) is displayed when you seleesDW FMS2108 on the
Financial ReportsHgure 34 ) menu. This report contains financial data from FFIS and is
updated monthly.

Fizcal rear:
zcal Maonth:

Agency

Treazury Surmbal;
Surnrmary or Detail Repart: Surmimary

Figure 62. FSDW FMS2108 report

After running the FMS2108 repomigure 62 ), the FSDW FMS2108 report (with
criteria) Eigure 63) is displayed.

United States Department of Agriculture
Federal Agencies Centralized Trial Balance System 11
FMS 2108 Year-End Closing Statement
For the Period Ending September 30, 2003

Agency: Risk Managerment Agency (02)
Treasury Symbol: 1222707

Description Total
2. Preclosing Unexpended Balance 0.00
3. Increases and Rescissions .00
4. Unobligated and Obligated Balance Withdrawn /Canceled 0.00
3. Postclosing Unexpended Balance 16,895,079.20
6. Other Authorizations 0,00
7. Reimbursements Earmed and Refunds 0,00
&. Unfilled Customer Orders 0.00
9. Undelivered Orders and Contracts 13,930,906.00
10. Accounts Payable and Other Liabilites 2,932,082.77
11. Unobligated Balance 3E2,090.43

Figure 63. FSDW FMS2108 report (with criteria)

Field Instructions

2
Fiscal Year Click this field to select the applicable fiscal year to be displayed on the repd §
After making your selection, clidbone] , [Cancel] , or[Reset] , as é
applicable. %
Fiscal Month Click this field to select the applicable reporting period to be displayed on th

report. After making your selection, cligpone] , [Cancel] , or
[Reset] |, as applicable.

Agency Click this field to select the applicable agency to be displayed on the report. The
agencies are listed alphabetically. The default for this fiefdlis. After
making your selection, clicKoone] , [Cancel] ,or[Reset] , as
applicable.
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Click this field to select the applicable treasury symbol to be displayed on the
report. The default for this field &ll . After making your selection, click
[Done] ,[Cancel] ,or[Reset] , as applicable.

Click this field to select whether you want the report summarized into one
report or in detail reports. The default for this fielismmary. After making
your selection, clickDone] , [Cancel] , or[Reset] , as applicable.
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SF 2812

The SF 2812 reporrigure 64) is displayed when you selegf 2812 on the Financial

Reports Eigure 34) menu. This report displays the biweekly withholding and contribution
amounts for health benefits, life insurance, and retirement. This data is displayed by payroll
office. This report contains data from the Payroll/Personnel database and is updated
biweekly.

Payroll Office Murmber:

Pay Pario d:

Figure 64. SF-2812 report

After running the SF-2812 repomigure 64 ), the SF-2812 report (with criteriafigure 65 )

is displayed.
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Figure 65. SF-2812 report (with critieria)

Field Instructions:

Payroll Office Number Click this field to indicate the payroll office number to be displayed on the
report. Multiple or block selections are not allowed in this field.

suoday [eloueuld Buluuny

Pay Period Click this field to indicate the pay period to be displayed on the report. The g
period is displayed by year and pay period number. Multiple or block selectig
are not allowed in this field.
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Statement Of Earnings And Leave

The Statement Of Earnings And Leave repeiguie 66 ) is displayed when you select

Statement Of Earning And Leave on the Financial Reportsi§ure 34 ) menu. This report
displays an employee’s Statement of Earnings and Leave. This data is displayed by the
employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Ermmplovee Social Security Hurmber:

Active Emplovee Search by Last Mame:

Figure 66. Statement Of Earnings And Leave

After running the Statement of Earnings And Leave retgtie 67 ), an employee’s
Statement of Earnings and Leave (with criteri@gure 68) is displayed.
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Figure 68. Statement Of Earnings And Leave (with criteria)
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Field Instructions:

Employee Social Click this field to type the employee’s social security number. After typing the
Security Number social security number, clidoone] .
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Active Employee Search  Click this field to type the last name of the employee. After typing the last

By Last Name name, clickDone] . A list of employees with that last name is displayed.
Select the applicable employee and cfidlone] . After clicking[Done]
the Payroll Pay Period field is displayed.

Payroll Pay Period Click this field to select the applicable pay period for the earnings statement to
be displayed.. After making your selection, clf@one] , [Cancel] , or
[Reset] , as applicable.
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W2 Wage And Tax Statement

The W2 Wage And Statement repdtig(re 69 ) is displayed when you seleet? wage And

Tax Statement on the Financial ReportSigure 34 ) menu. This report displays an

employee’s IRS Form W-2, Wage And Tax Statement. This data is displayed by the
employee’s Personnel office. This report contains data from the Payroll/Personnel database
and is updated biweekly.

Ermmplovee Social Security Hurmber:

Active Emplovee Search by Last Mame:

Figure 69. W2 Wage And Tax Statement

After running the W2 Wage And Tax Statement repaiufe 69 ), the employee’s IRS Form
W2 Wage And Tax Statement (with criteri&glre 70) is displayed.

[ m—m———)
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Figure 70. W2 Wage And Tax Statement
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Field Instructions:

Employee Social Click this field to type the employee’s social security number. After typing the
Security Number social security number, clidoone] .

Active Employee Search  Click this field to type the last name of the employee. After typing the last

By Last Name name, clickDone] . A list of employees with that last name is displayed.
Select the applicable employee and cfidlone] . After clicking[Done]
the Payroll Pay Period field is displayed.
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Year Click this field to select the applicable year for the IRS Form W2, Wage And
Tax Statement, to be run. A list of available years is displayed. After making
your selection, clickDone] .
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Running Personnel Action Reports

The Personnel Action Reports mermiggre 71) contains the following reports:
All Actions
All Actions Minority Profile

Hires

Hires Minority Profile

Promotions
Promotions Minority Profile

Separations
Separations Minority Profile

- Perzonnel Action Reparts
= Minarity Profile
ity Profile

Minarity Profile

- Minarity Profile

Figure 71. Personnel Action Reports menu
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All Actions

The All Actions reportKigure 72) is displayed when you selegt Actions on the Personnel
Actions Reports menuFigure 71). This report contains a count of nature of actions (NOAS)

for an organization. Data for this report is obtained from the Personnel History database and
is updated biweekly.

Organizational Structure

Personnel Office Identifer
Mature of Actions=
Plan

bil it';.' Code

Gender

Face and Mational Srigin

Education Level

Length o

Tirme Frame

Sort By: Organization
Feport az Chart ar Sraph

Figure 72. All Actions report

After running the All Actions report=(gure 72), the All Actions report (with criteria)
(Figure 73) is displayed.

Personnel Actions
U.s. Department Of Agriculture
Year = Calendar Year 2002 and Personnel Office Identifier = 5317 - USDA - QCFO - NFC
(MEW ORLEANS, L&) (AGR0) and Pay Plan = G5 and Occ Ser = 0343 - MAMAGEMENT AMD
PROGRAM ANALYSIS and RNO = White and Gender = Male and Supervisory Status = Mon-
Supervisory and Grade = 12 or 11 or 10 or 09 or 08 or 07 and PATCO = Professional or
Administrative and Employment Type = Permanent Full-Time and Age »>= 25 Years Old
and Length of Service == & years

By Org
Org Total g2 ‘;i;"tal Full-Time (%t) Part-Time (9%) Other (%)
Off Of The Chief Fnancl Offce 43 , 43 100
Total 43 o 43 100

Total U.s. Department OF Agriculture Actions: 404227

Figure 73. All Actions report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Reporting Center

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field

is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Time Frame

Sort By:
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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All Actions Minority Profile

The All Actions Minority Profile reportRigure 74 ) is displayed when you selegt Actions

Minority Profile on the Personnel Actions Reports mefkigute 71 ). This report contains a

count of NOAs for an organization on the basis of race, sex, and national origin. Data for this
report is obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Personnel Office Identifer
Mature of Ackions
Pay Plan

Age

Dizability Code

Gender

Face and Mational Srigin
Education Le

Length of Service

Tirme Frame

Sort By Organization
Feport az Chart ar Sraph

Figure 74. All Actions Minority Profile report

After running the All Actions Minority Profile reporfigure 74), the All Actions Minority
Profile report (with criteria)Rigure ) is displayed.
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Figure 75. All Actions Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. The default for this field
is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Reporting Center

Hires

The Hires reportRigure 76 ) is displayed when you selegires on the Personnel Actions
Reports menurjgure 71). This report contains a count of new hires in an organization.

These are employees witHL B0 series (1xx) , 953, or955 nature of action (NOA)
code. Data from this report is obtained from the Personnel History database and is updated
biweekly.

Organizational Structure

upational Series

de

Cizability Code

Gender

Face and Mational Origin

Length of
Tirme Fr:
Sart B

Figure 76. Hires report

After running the Hires reporfigure 76 ), the Hires report (with criteriafigure 77) is
displayed.

New Hires
U.s. Department Of Agriculture
Year = Calendar Year 2001 and Personnel Office Identifier = 5317 - USDA - OCFD - NFC
(MEW ORLEAMS, LAY (AG90) and Pay Plan = GM or G5 and Occ Ser = 0962 - CONTACT
REPRESEMTATIVE and Supervisory Status = Mon-Supervisory and Grade = 07 or 05 and
Location {State) = Louisiana and PATCO = Professional or Administrative or Technical and
Employment Type = Permanent Full-Time and Age »= 20 Years Cld

By Org
Org Total  Yeof ;"t“' Full-Time (%) Part-Time (%) Other (%)
Off Of The Chief Fnancl Offcr aT7 0,1 a7 100 , , .
Total a7 0.1 37 100 . a . a

Total U.s. Department OFf Agriculture New Hires: 20207

Figure 77. Hires report (with critieria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
New Hires)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit

NOA and the literal are both displayed in this field. The NOA for this report is
an NOA with a100 series , 953, or955. The default for this field

is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Hires Minority Profile

The Hires Minority Profile reportgure 78) is displayed when you selegires Minority

Profile on the Personnel Actions Reports mefigufe 71 ). This report contains a count of
new hires in an organization distributed across sex and RNO (NOA<Series

(Ixx) , 953, or955). This data is obtained from the Personnel History database and is
updated biweekly.

Organizational Structure

Personnel Office Identifar
Mature of Actions [For Mew Hiras)

ay Plan

i | it'l-.' o |:| ]

ndear

Figure 78. Hires Minority Profile report

After running the Hires Minority Profile reporkigure 78), the Hires Minority Profile report
(with criteria) Eigure 79) is displayed.
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Figure 79. Hires Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
New Hires)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit

NOA and the literal are both displayed in this field. The NOA for this report is
any NOA with a100 series , 953, or955. The default for this field

is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or[Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic
American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Promotions

The Promotions reporfigure 80 ) is displayed when you seleetomotions on the

Personnel Actions Reports merrig(re 71). This report contains a count of promotions
(NOAs 702 or 703) in an organization. This data is obtained from the Personnel History
database and is updated biweekly.

Organizational Structure

Ernployrnent Tvpe [(PFT)

Face and Mational Crigin
Education Le

Lerngth of

LG EREEInE

Figure 80. Promotions report

After running the Promotions repoFidure 80 ), the Promotions report (with
criteria) Eigure 81) is displayed.

Promotions
U.s. Department Of Agriculture

Calendar ¥ear = 2003 and Promotion Mature of Action = 702 (Permanent) and Personnel
Office Identifier = 5317 - USD4A - OCFO - MFC (MEW ORLEAMS, La) (45905 and Pay Plan

=35 and Occ Ser = 0343 - MAMAGEMENT AMD PROGRAM AMALYSIS and RNO = Asian/
Pacific Islander or Black or Hispanic ar american Indian/ &laskan Mative or White or Other

and Gender = Female or Male and Supervisory Status = Non-Supervisory and Location

(State) = Louisiana and PATCO = Prafessional or administrative or Technical and
Employment Type = Permanent Full-Time and Length of Service == § years

By Org
oy ot | BT R PTE G omer o0
Off Of The Chief Fnancl Offce 3 0.2 3 100 . . . .
Total El 0.2 El 100 0 0 0 0

Total U.5. DEPARTMENT OF AGRICULTURE Promotions: 1576

Figure 81. Promotions report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
Promotions)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

112

Title I, Chapter 29
Reporting Center

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values

are702 (Permanent) and703 (Temporary) . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or[Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic
American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Time Frame

Sort By:
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Promotions Minority Profile

The Promotions Minority Profile reporfifure 82)is displayed when you seleetomotions
Minority Profile on the Personnel Actions Reports mefkigute 71 ). This report contains a
count of promotions (NOAZ02 or 703) in an organization based on sex and RNO. Data
for this report is obtained from the Personnel History database and is updated biweekly.

Organizational Structure

akbil it';.' Code

Gender

Face and Mational Qrigin
Education Le
Length

Figure 82. Promotions Minority Profile report

After running the Promotions Minority Profile repoFidure 82 ), the Promotions Minority
Profile report (with criteria)Rigure 82) is displayed.
L. Deportreend O Agrcudiure

Froemiaibara Minery Sroflls By Org

Jurdn Taw a7 Promoiion Haurs of A 5 g al (i |Gwnifar = il Lik F

WP (DR O R La Y [AG80) and Pay Bge w5 gred . 13 MUHECEMENT Sl PEOGES AL 551 prel Carce
i e Mgy ] gy S bak w Mo Spmreesy ged Gagda w | [ ] T ot 018 o g (%1l -
il DT P b B O AP 17 L O T IWRil ol B e | Tl o vl Full-Tir Bad A mm 20 T35 DM
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Figure 83. Promoitons Minoirty Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
Promotions)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values@i2
(Permanent) and703 (Temporary) . The default for this field

is All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitliéiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Separations

The Separations repoRidure 84) is displayed when you seleSéparations on the
Personnel Actions Reports merrig(re 71). This report displays a count of separations
(NOAs 300 Series (3xx) or 969) for an organization. Data for this report is
obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Identifer
Mature of Actions (For Separations)

Education L

Langth o

Tirme Frarme

Sork By ganization
FReport as Chart or Graph

Figure 84. Separtions report

After running the Separations repafig(ire 84 ), the Separations report (with
criteria) Eigure 85) is displayed.

Separations
U.s. Department Of Agriculture
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - MFC (NEW
ORLEANS, LAY (AG90) and Pay Plan = G5 and Occ Ser = 0343 - MANAGEMENT AMD
PROGRAM AMALYSIS and RNO = Asian/ Pacific Islander or Black or Hispanic or American
Indian/ alaskan Mative or White or Other and Gender = Female or Male and Supervisory
Status = Mon-Supervisory and Location (State) = Louisiana and PATCO = Professional or
administrative or Technical and Emplayment Type = Permanent Full-Time and Age == 20

Years Old
By Org
org Total  potiaton  Tme C9) Tame () Other ()
Off Of The Chief Fnancl Offcr 1 0 1 100 . . . .
Total 1 1] 1 100 0 u] 0 ]

Total U.5. DEPARTMENT OF AGRICULTURE Separations: 4621

Figure 85. Separations report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
Separations)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values3af®

Series 0or969 NOAs. The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Separations Minority Profile

The Separations Minority Profile reporidure 86 )is displayed when you selestparations
Minority Profile on the Personnel Actions Reports meriguge 71). This report displays a

count of separations for an organization based on sex and RNO (B@ASeries

(3xx) 0r969). Data for this report is obtained from the Personnel History database and is
updated biweekly.

COrganizational Structure

Personne e Identifer
Mature of Adtions [(For Separations]

ay Plan

Report az Chart ar Graph

Figure 86. Separations Minority Profile report

After running the Separations Minority Profile repdiig(re 86 ), the Separations Minority
Profile report (with criteria)Rigure 87) is displayed.
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Figure 87. Separations Minority Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Nature Of Actions (For
Separations)

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the NOA to be displayed on the report. The 3-digit
NOA and the literal are both displayed in this field. Valid values3af®

Series 0or969 NOAs. The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values &apervisor , Supervisor/

Manager , Management, Supervisor (CSRA) , Management
(CSRA), Leader , andNon-Supervisory . The default for this field is
All . Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or[Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic
American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report.
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Running Workforce Reports
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The Workforce Reports menBidure 88) contains the following reports:

Age Profile
Civilian Employment (SF-113A) Report

Civilian Employment (SF-113G) Report

Dental Plan Payment Report
Dues Withheld

Education Level Profile

Employee Search (By Name)
Employee Search (By SSNO)
Employment By Disability Code

Employment Changes
Flex Fund

Gender Profile

Grade Distribution

Grades Across Minority And Gender

Grade Range
Leave Balances

Leave Liability
Length Of Service Profile

Life Insurance Listing

Manpower Analysis
Minority Profile

Occupation (PATCO) Profile
Organization Profile

Pay Plan And Grade Distribution

Reduction In Force (RIF) Report

Retirement Eligibility
Retirement Profile (Inc. Early Out)

Roster Of Employees

Salary Summary
Statement Of Earnings And Leave

Use-Or-Lose Leave Report
W-2 Wage And Tax Statement
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Civilian Emnp

Dental Plan Payment Repol
Dues Withheld

Education Level Profile
Employee Search (By Name)
Employee Search [

EPP L ge 5t:
Flex Fund

1
Life Insurance Listing
Manpower Analysis
Prafi

Reduction in Force (RIF) Report
ti Eligibilit

R rt Profile [

Roster of Employees

alary Su \
Statement of Earmings and Leave
Use-0Or-Lose Leave Report
W2 Wage and Tax Statenient

Figure 88. Workforce Reports menu
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Age Profile

The Age Profile reports{gure 89) is displayed when you selegge Profile on the

Workforce Reports mentFigure 88). This report contains a count by age range of emplo
in an organization. Data for this report is obtained from the Personnel History database
updated biweekly.

Organizational Structure

Personnel Office Identifer

F.ace and Mational Crigin
Education Leusal

Include Percentages?
Tirme Frarme
rganization

Fepart az Chart or Graph

Figure 89. Age Profile report

After running the Age Profile reportkigure 89 ), the Age Profile report (with
criteria) Eigure 90) is displayed.

Ry P s
ix Deparieme o ik
s=dir “hr e Kb [l w LT 6 - PG i e, L 0 G P

|
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8 B e o = i = s 1
Twed W
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Figure 90. Age Profile report (with criteria)

Field Instructions:

Organizational Structure Click this field to indicate the organization to be displayed on the report. The

default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.
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Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)

Employment Type (PFT)
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Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Supervisory Status

Length Of Service

Include Percentages?

Click this field to indicate the disability code to be displayed on the report. T
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this fiedbisValid values are
Yes andNo. Multiple or block selections are not allowed. After making your
selection, clickDone] or [Cancel] , as appropriate.

131

s
=
=}
=
>
Q@
o
=
=Y,
o
=
(@]
®
Py
®
°
o
=1
]




Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uwganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Civilian Employment (SF113-A) Report

The Civilian Employment (SF113-A) reportidure 91) is displayed when you
selectCivilian Employment (SF113-A)  on the Workforce Reports mergigure 88).This
report is divided into four sections. Section |, Current Status, displays the total paid
employment by category and geographic area. Section Il, Payroll, displays wage and |
sum data. Section Ill, Turnover, displays data regarding accessions and separations.
Section |V, Data Excluding Special Employment Categories, displays data concerning paid
employees who are subject to employment ceilings. Data for this report is obtained from the
EMPR database and is updated biweekly.
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Organizational Structure

Ermmployrment Manth:

Ermployrment Coverage:

Figure 91. Civilian Employment (SF113-A) report

After running the Civilian Employment (SF113-A) repdrig(re 91 ), the Civilian
Employment (SF113-A) report (with criterigBiqure 92) is displayed.
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Figure 92. Civilian Employment (SF113-A) report (with criteria)

Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and cliciNext] to further customize your selection. There are two
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Employment Month Click this field to indicate the month and year to be displayed on the report. The
default for this field iAll . After making your selection, cligone],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.
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Civilian Employment (SF113-G) Report

The Civilian Employment (SF113-G) repoRidure 93) is displayed when you
selectCivilian Employment (SF113-G) on the Workforce Reports mengigure 88 ). This
report displays the number of employees subject to the ceiling. Data for this report is
obtained from the EMPR database and is updated biweekly.
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Organizational Structure

zfMal: Mo

Ermployrment Coverage:

Figure 93. Civilian Employment (SF113-G) report

After running the Civilian Employment (SF113-G) repdtig(re 93 ), the Civilian
Employment (SF113-G) report (with criterigidure 94) is displayed.
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Figure 94. Civilian Employment (SF113-G) report (with criteria)

Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based on your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are two
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you clikxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Direct Hire (Yes/No) Click this field to indicate whether or not this employee is a direct hire. Valid
values aré¥es andNo. The default for this field iblo. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.

Report Period Click this field to indicate the timeframe to be displayed on the report. The
default for this field iAll . After making your selection, cligone],
[Cancel], or [Reset], as applicable.
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Click this field to indicate the report name, department, and agency to be
displayed on the report. You must complete the Organizational Structure and
Employment Month fields before you can click in this field. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clickDone], [Cancel] , or [Reset] , as applicable.
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Dental Plan Payment Report

The Dental Plan Payment repatigiire ) is displayed when you seleBéntal Plan Payment
Report on the Workforce Reports mengigure 88 ). This report lists payments to a dental
plan carrier for a pay period.
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Note: This report contains detailed data.

Organizational Structure

Personnel Office Identifer
Plan
pational Series

ssion this Pay Period

Figure 95. Dental Plan Payment report

After running the Dental Plan Payment repé&igre 95 ), the Dental Plan Payment report
(with criteria) Eigure ) is displayed.

Dental Plan Payment
Sensitive Personnel Data -- Use is Restricted
COMMODITY FUTURES TRADING COMMISSION
Commodity Futures Trading Comm

11/2/2004

Carrier Code: $1/CFTC Dental Plans
Doty Station State: 11

Deferred Mon-Deferred

i REToT Deductions Contributions

Subtotal:

Total

Figure 96. Dental Plan Payment Report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Location (Duty State)

Separation Accession
Type
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Click this field to indicate the Click this field to indicate the organization to be
displayed on the report. The default for this field is based upon your security
access. After making your selection, cliDlone], [Cancel] , or [Next], as
applicable. If you clickNext] , additional organizational information is
displayed. You can continue to make selections and [plisk] to further

course are nine organizational levels available when cligkieg] . Multiple or
block selections are not allowed when you cfieéxt] . If you wish to return to
the previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field iblot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,

[Exclude] , [Cancel] , Or [Reset] , as applicable.
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Type Of Appointment

Employment Type

Special Employee Code

Retirement System

SCD Date (Leave)

Year and Pay Period

Sort Order

Click this field to indicate the appointment type to be displayed on the report
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals ,Not Equal To ,Less Than Or Equal To , Less
Than, Greater Than Or Equal To , andGreater Than

The second down arrow is used to indicate the month. Valid valu@d are
throughl12.

The third down arrow is used to indicate the day. Valid value®hre
through31.

The fourth down arrow is used to indicate the year.

Valid values ard 945 through2004 .Multiple or block selections are not
allowed. After making your selection, clifitone] or[Cancel] as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, dlickude] , [Exclude] ,
[Cancel] , or [Reset], as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, climkne], [Reset],

or [Cancel] as applicable.
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Dues Withheld

The Dues Withheld reporfigure 97) is displayed when you seleRtes Withheld on the
Workforce Reports mentFigure 88). This report displays a list of employees who pay uni
dues and how much is being paid each pay period. Data for this report is obtained fro
NFC’s T&A database and is updated biweekly.
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Note: This report contains detailed data.

organizational Structure

sonnel Office Identifer

paratad or on thiz Pay Period

r and Pay Periaod

Figure 97. Dues Withheld report

After running the Dues Withheld repoFidure 97 ), the Dues Withheld report (with
criteria) Eigure ) is displayed.
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Figure 98. Dues Withheld report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Location (Duty State)

Location (Duty City)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.
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Location (Duty County)

Union/Assocation

Local/Lodge

Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Click this field to indicate the county of the organization, if applicable. If therg
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The
default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the code for the union/association to be displayed on
the report. This is a two-position code. Valid valuesCdrehrough99.

Multiple or block selections are allowed. If a selection is made, plickde] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the code for the local/lodge to be displayed on the
report. Both the four-position code and the literal are displayed on the report.
Multiple or block selections are allowed. If a selection is made, plickde] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field iblot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,

[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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SCD Date (Leave)

Sort Order

Year And Pay Period
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Click the down arrows to indicate the range, month, day, and year for service
computation date (SCD) for leave for the employees to be displayed on the
report.

The first down arrow sets the parameters of the report. Valid values are
Equals , Not Equal To , Less Than Or Equal To , Less
Than, Greater Than Or Equal To , andGreater Than

The second down arrow is used to indicate the month. Valid valu€d are
throughl2.

The third down arrow is used to indicate the day. Valid value®hre
through31.

The fourth down arrow is used to indicate the year. Valid valuek9#b
through2004 .

Multiple or block selections are not allowed. After making your selection, click
[Done] or[Cancel] as applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, climkne], [Reset],

or [Cancel] as applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. After making your selection, dlickude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Education Level Profile

The Education Level Profile reporigure 99) is displayed when you seleEtiucation Level
Profile on the Workforce Reports menrkigure 88 ). This report displays a count, by
educational level, of the employees in an organization. Data for this report is obtained f
the Personnel History database and is updated biweekly.
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Note: If an employee has no education level listed in the Personnel History database, they
will not be included on the report.
Organizational Structure

Personnel Office Identifer
Plan

ation [State)
Ermmplovrnant Type [(FFT]

Auge

Dizability Code

Gender

Face and Mational Srigin
Length of 5

Include Percantages?
Tirne Frarme

Sort By Qrganization

Figure 99. Education Level Profile report

After running the Education Level Profile repatiglire 99 ), the Education Level Profile
report (with criteria) Eigure 100) is displayed.

Educnien Lmesel Frofile
s, [oparimand {# agioaiors
HPT: [ FLPAME, LK) (AT dll Py s m T ] B w Al el Gk w Peierails el Soyein el g WL @ HOreSaei
s n ard Py, Srofe el LTl e shr ok GrplEsEnd Typs = Fe & Fiu i Agm > A e wed
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Pavd
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L1 ] 31 &7 1 =4 2 111 1 =2

Figure 100. Education Level Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.
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Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Length Of Service

Include Percentages?

Click this field to indicate the full-time or part-time status of the employee. Yq
can selecEmployment Types Include for definitions of the various employmen
types. The default for this field &ll . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

suoday adlopiopn Buluuny

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arddsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this fiedbisValid values are
Yes andNo. Multiple or block selections are not allowed. After making your
selection, clickDone] or [Cancel] , as appropriate.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uwganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Employee Search (By Name)
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The Employee Search (By Name) rep6itre 101) is displayed when you selestarch

By Employee Search (By Name) on the Workforce Reports merkigure 88 ). This report
displays a list of employees matching your search criteria. Each employee on the list is
displayed with ssn, full name, organizational structure, POI, pay plan, occupational seri
grade, and step. Data for this report is obtained from the most recent information on the
Payroll/Personnel database.

Note: This report contains detailed data.

Search By Emplovee's Last Name

Enter Last Mame: -

[scach]

Figure 101. Employee Search (By Name) report

After running the Employee Search (By Name) regagute 101 ), the Employee Search

(By Name) report (with criteria)F(gure 102 ) is displayed. You can select a name from the
list to display various reports. Once you select a name from the list displayed, the default
report is the Salary Data repoFigure 128 ). You can select various reports from the drop
down menu.
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Figure 102. Employee Search (By Name) report (with criteria)
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annuald Sick Leave

Awards

Building Locator Inguiry
Charitable Contribution

City Tax

Compensatory Leave

County Tax

Dates and Misc Sal/Pers Data
Cemonstration Project Data

Cetail Assigns Temporary Promotion
Education and Certification :
Federal Tax

Financial allotrment

Health Benefits

Intermittent

Life Insurance

Mon Pay Leave

Cther Leave

Personnel Supplements

Processing Indicators

Retained Srade Data
Retirernent Data
Salary

Salary ¥TD Data
Separated Leawve
Separation Information
SF-50B Data Elements
SSNO Change Data
=tate Tax

Thrift Savings Data

Figure 103. Search By Employee’s Last Name report options
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AddressfCheck Information

* Residence Address # * Check Bank Address *
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Account Type:
Route Number:
Account EFT:

City:
County:
State /Country:
* Check Mail Address * * Disbursing *
Disbursing office CD:
Distribution CD:
Designated Agent:
City Cd: State Cd: TA Contact Point:
Effectve: PP TR

Figure 104. Address/Check Information

Allowances fCOLA fPost Differential

Allovrance Record 0

* COLA /Post Diff Codes *

Type:

Taxable:

COLA Post Diff Code: Code:
Allovrance COLA Code: Total:
Foreign Post Pay Diff Code: Rate:
Balance:

Mo Allowance Records Present

Figure 105. Allowances/COLA/Post Differential
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Building Locator Inquiry
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Org Stucture Code:
wWork Building Code:
Mail Room Location:
Physical Room Location:
Worlc Phone Number:

Building name and Address:

Figure 108. Building Locator Inquiry

Charitable Contributions

* Contribution 1 *

Type Code:
City Code:
State Code:
Amount PP:

Balance Remaining:

* Contribution 2 *

Type Code:
City Code:
State Code:
Anmount PP:

Balance Remaining:

Figure 109. Charitable Contributions
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City Tax

Tax Record:
State Code /Name:
City Code/Name:
Tax Status:
Tax Indication:
Number of Exemptions:
Tax Percent:
Extra Deductions:
Year to Date Tax Deductions:

Figure 110. City Tax

Error Code:
Forfeited:

Earmed Year to Date:
Used Year to Date:

Total Current Balance:

Compensatory Leave

Prior Year Balance:

Prior Year Balance 2:

Leave Used Religious Observance Year to Date:
Balance Religious Observance:

Changed Date (Julian):

Changed Date (Calendar):

Changed ID:

Figure 111. Compensatory Leave

County Tax

Tax Record:

State Code /Mame:

City Code /Mame:

Tax Status:

Tax Indication:

Number of Exemptions:

Tax Percent:

Extra DeductHons:

Year to Date Tax Deductons:

Figure 112. County Tax
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Figure 113. Dates And Misc Salary/Personnel Data
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Demonstration Project Data

Case File Number:

Project Indicator:

Pay Plan/ Grade/ Step:
MR/IP Number:

Occ Series Code:

Position Official Tide:
Adjusted Salary:

Duty Station Code:
Personnel Office ID:

Org Structure Code:

Mat-Act 1st 3 Pos:

Mat-Act 2nd 3 Pos:

Pers Action Effective:
Present Grade Date:

Date Probation Perod Start:
Date Change in Tenure:
Tenure Group:

Lervice Agreement Expire Date:

Figure 114. Demonstration Project Data
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Detail Assignf Temporary Promotion

Mo Detail /Temporary Record Present

Title I, Chapter 29
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Department: Department:
Agency: Agency:

Employing Office: Employing Office:
MR / IP Number: MR / IP Number:
Pay Plan - Grade: Grade:
Mot to Excede Date: Detailed Assignment Expires:

Figure 115. Detail Assign/Temporary Promotion

Education and Certificate

Education Instructonal Degres School State School

Lewel Program Rcwd Yr Code Code

Name

Certificate Certificate Certficate Certificate
Number Name Year State

Figure 116. Education And Certificate

Federal Tax

Mumber of Exemptions: MO0
Extra Deductions: 135
Processed Pay Period: 4

Processed Year: 1927

Earmed Income Credit
Code: 0O
Year to Date Amount: $0.00

W-4 Controlled by IRS Mo

Figure 117. Federal Tax
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Financial Allotment
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* allotment 1 #*

Transaction Code:

Annount:

Disbursing DOffice:
Type of Bank Account:
Bank Acct Number:
Bank Route Number:

* Allotment 2 *

Transacton Code:
Annount:

Disbursing Office:
Type of Bank Account:
Bank Acct Number:
Bank Route Number:

Figure 118. Financial Allotment

Health Benefits

Part Time FEHB Coverage:
Temporary FEHB SCD Date:
FEHB Cowverage Code:

Federal Record Number 1

Plan Name:

Enrollment Code:
Coverage Code:
Change Code:

Adjust Flag:
Deduction Ind:
Benefit Type:

Action Code:

Action Source:
Control Number:
Date Effective:
Deduction Amount:
Contribution Amount:
Tax Deferred Code:
Ded YTD Non Deferred:
Ded YTD Deferred:

Enrollment Future Use:

Figure 119. Health Benefits
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Intermittent

Worked Since Last WGI:
Elapsed Since Last WGI:

Worked SCD:
Elapsed SCD:

Toward Career Tenure:

Elapsed Toward Career Tenure:

During probation Period:

Elapsed During probation:

YWorked While on Roles:
Worked This Appointment:
Meed Toward Conw Career:

Worked Leave Ret RIF:

Figure 120. Intermittent

Life Insurance
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Figure 121. Life Insurance
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Mon Pay Leave
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* Non Pay Counters * * Absence Without Leave (AWOL) *
Excess 30 Days Counter: Leave Retirennent RIF:
Consecutive Day Counter: Lince Last WGI:
Toward Leave Credits: During Probation:
FEHE Termination: During Supv Probation:
FEHE Flag:
Begin Date: * Leave Without Pay *

Pay Status After AWOP:

Previous Cal Year Split: Leave Retirenent RIF:

Since Last WGI:
* Other Non Pay * During Probation:

During Supv Probation:

Cal Year Split Type Leave:

Injury Leave OFEL: * Suspension *
Susp/AWOL/LWOP Cal ¥R Split:
LWOP Excess 1040: Leave Retirement RIF:

Since Last WGI:
During Probation:
During Supv Probation:

Figure 122. Non Pay Leave

Other Leave

* Military Leave *

* Home Leawe *
Regular Hours YTD:

Regular Days YTD: Carryowver Balance:
Emergency Hours YTD: Current Balance:
Emergency PP Hours: Leave Used ¥YTD:
Leave Carryover: Leave Accruals YTD:

Leave Days Prior Tear:

* Shore Leave *

Credit Hours Current Bal: Caryover Balance:

Administrative Leave Used YTD: Current Balance:

Leave Used YTD:
Leave Accruals ¥YTD:

Figure 123. Other Leave
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Figure 124. Personnel Supplements

Processing Indicators

Accession Break In Service Indicator:

Msg Oweride:
Salary Use:

Split TA Required Ind:

Thrift Savings Plan Change Ind:
Union Dues Change Ind:

Health Benefit Change Ind:
Performance Eval Change Ind:
cash Award Ind:

Flexfactor Participant Code:
Inactive Mo Pay Due Ind:
Employee Transfer Ind:
Multi-Elemient Change Ind :

NFC Data Base Modification Ind:

Figure 125. Processing Indicators
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SSMO:

Employee Ceiling Ind:
FERS Coverage Ind:
Position Status Budget:
CPDF Coverage Code:
Fatal/MNon Fatal Error Ind:
Replacement Followup Ind:
Name Corection Ind:
FEGLI Ind:

TSP Transfer Ind:

EMP EXP Participation Ind:
SPPS Ind:
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Figure 127. Retirement Data
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Figure 128. Salary Data

Gross Pay YTD:

Base Pay YTD:

TSP Base Pay YTD:
HITS Wages YTD:

HITS Deductions YTD:
DASDI Wages YTD:
DASDI Deductions YTD:
Earning Limit ¥YTD:
Overpay Carry YTD:

Acct Distribution FY: Appn CD:
Sub Level:

Figure 129. Salary YTD Data

Galaey DEks

o s b ey
T bmchsbead o g
Arvgrashe Bl Fale
Ll ey Faet
ierabity Table Sreda:
Enzsyraphic ddi G
Bag rain Dl dodan
Py tabds dosdsi

L Beridin afumi
(IR S
FEELT Cowmramge:

Ml rea L Laesriers|
¥ ar mmys Ll L
PHEA Dmie

CHYA Trsday
Dimogmipnk (o= rip o)
Daosvvesk DHac ke
e vl Bichal
Frrs Ao S b e livei
Pers Barlh Eale

HOA 19T

HIk IR

salary YTD Data

SSNO:

PP last Time Paid:

Schedule Mumber Last Paid:
Last Paid Begin:

COPR Premium Pay FY YTD:
COPR Premium Pay FY ¥YTD PRI:
COPR OT Ret Curr FY YTD:
COPR OT Ret Prev FY YTD:
COPR Premium Pay Pay Period:
COPR OT Rat Pay Period:

COPR OT Hours Last 26 PP:
COPR Comm Hours Last 26 PP:

Flag:
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Figure 130. Separated Leave
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Figure 131. Separation Information
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Figure 132. SF-50B Data Elements

S5O Change Data

$5M0 Changed To:
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S$5NO0 Changed From:

Org Structure Code Agency:

Org Structure Department Code:

Processed Pay Period Begins:

Figure 133. SSNO Change Data
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State Tax
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Processed Pay Perod:

Processed Year:

Withholding State Code /Mame:
Number of Exemptions:

Extra Exemptions:

Personal Exemptions:

Ltatus Duty State:

Private Tax Code:

Extra Deductions:

Figure 134. State Tax
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Figure 135. Thrift Savings Data

Field Instructions:

Enter Last Name

Type the full or partial last name to be displayed on the report.
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Employee Search (By SSNO)

The Employee Search (By SSNO) rep6itre 136 ) is displayed when you selestarch

By Employee’s SSNO on the Workforce Reports merkigure 88 ). This report displays the
employee matching your search criteria. Each employee is displayed with ssn, full nam
organizational structure, POI, pay plan, occupational series, grade, and step. Data for t
report is obtained from the most recent information on the Payroll/Personnel database.
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Note: This report contains detailed data.

Search By Employee's SSNO

Enter Social Security Nurmber: _

Figure 136. Employee Search (By SSNO) report

After running the Employee Search (By SSNO) repeigute 136 ), the Employee Search

(By SSNO) report (for the applicable employegyre 137) is displayed. You can select the
displayed employee to display various reports. These are the same reports available when
running the Employee Search (By Name) repeiguce 101 ). SeeEmployee Search (By

Name) to view these reports.

Org POI PP-Ser-Gr/5t

Figure 137. Employee Search (By SSNO) report (for the applicable employee)

Field Instructions:

Enter Social Security .
Number Type the ssn of the employee(s) to be displayed on the report.
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Employment By Disability Code

The Employment By Disability Code repoFidure 138) is displayed when you
selectEmployment By Disability Code  on the Workforce Reports mergigure 88 ). This
report displays a list of employees by disability code within an organization. Data for thi
report is obtained from the Personnel History database and is updated biweekly. The g
indicator on the Personnel History database is used to determine an employee’s grade.
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Organizational Structure

tion [State)
Ermployrment Tepe (PFT]

Supervis:

Education L

Length

Tirme Frarme

Sart By Dizability Cade

Figure 138. Employment By Disability Code report

After running the Employment By Disability Code repdtitygre 138 ), the Employment By
Disability Code report (with criteria)igure 139) is displayed.
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Figure 139. Employment By Disability Code report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Location (State)

170
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.
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Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Supervisory Status

Education Level

Length Of Service

Click this field to indicate the full-time or part-time status of the employee. Yq
can selecEmployment Types Include for definitions of the various employmen
types. The default for this field &ll . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

suoday adlopiopn Buluuny

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager  , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

171



Time Frame

Sort By:

172

Title I, Chapter 29
Reporting Center

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljfeone] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this fielDisability Code
After making your selection, clic)Done] or[Reset] , as applicable.
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Employment Changes

The Employment Changes repdfigre 140 ) is displayed when you seleEtployment
Changes on the Workforce Reports merfigure 88 ). This report displays employment dat
based on RNO and gender for two points in time (i.e., FY2003 and FY2004) by year. T
report also provides comparison of employment levels between the time periods. Data
this report is obtained from the Personnel History database and is updated biweekly.
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Location t=

Ermmplovrnent Teype (PFT]
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Educatian
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Figure 140. Employment Changes report

After running the Employment Changes repéigyre 140 ), the Employment Changes report
(with criteria) Eigure 141) is displayed.
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Figure 141. Employment Changes report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Education Level

Length Of Service

Time Frame 1

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the first year to be displayed on the report. You can
select the 4-digit numeric year. You can also select the applicable radio button to
designate betweedalendar Year andFiscal Year. This field defaults to the

current calendar year. Multiple or block selections are not allowed. After

making your selection, clickbone] or[Cancel] , as applicable.
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Click this field to indicate the second year to be displayed on the report. You
can select the 4-digit numeric year. You can also select the applicable radio
button to designate betweealendar Year andFiscal Year. This field defaults

to the previous calendar year. Multiple or block selections are not allowed. After
making your selection, clickbone] or[Cancel] , as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. The default for this fielB@t By . After making
your selection, clickDone] or[Reset] , as applicable.
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Flex Fund

The Flex Fund repor&{gure 142) is displayed when you sele@ex Fund on the Workforce
Reports menurgure 88 ). This report contains data on employees’ contributions in Flexik
Spending Accounts (FSA). Data for this report is obtained from NFC’s T&A database a
updated biweekly.

suoday adlopiopn Buluuny

Note: This report contains detailed data.

avrnent Report By Plan Code

ex Dependent Care Acck (FD) and OPM Fed Flex

Figure 142. Flex Fund report

After running the Flex Fund reportigure 142 ), the Flex Fund report (with

criteria) Eigure 143) is displayed. You can select an employee from the list and obtain more
detailed information on that employee. For more information on the data available on each
employee on the list, s&nployee Search (By Name) .

OPM FedFlex Payment Report By Plan Code

Sensitive Personnel Data -- Use is Restricted
“ear and Pay Period = 2002 - 26 and Pay Period covered by TA = 20032 - 26 and Fed Flex Plan = &PM Fed
Flex Dependent Care Acct (FD') and OPM Fed Flex Health Care Acck (FH) and Separation Accession Type =
Mot Separated or Accession this Pay Period

APPALACHIAN REGIONAL COMMISSION

(aP)
Plan .
SS5MO0 Nanne toda Dept AGCY POI Premium W /H
Plan Code FD Participants: 1] Total Plan Code FD Premiums: $0.00
FH AP =13 4018 $38.46
FH AP [=1-] 4016 $11.54
FH AP 1] 40L& $3s.4ﬁ
Plan Code FH Participants: 3 Plan Code FH Premiums: $88.46
# Total Plan Code FD and FH Participants: 3 Total Premiums: $88.46

* The Grand total of participants may not equal the individual count of employees with FD plans plus the
employees with FH plans, The inequality may result because some employees may padicpate in both

plans and will be counted in the grand total of participants only once,

Figure 143. Flex Fund report (with criteria)
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Field Instructions:

Flexfund Report

Organizational Structure

Personnel Office
Identifier

Fed Flex Plan

Pay Plan

Occupational Series
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Click this field to select the type of flexfund report to be displayed. Valid values

areFed Flex Payment Report By Agency andFed Flex
Payment Report By Plan Code . This field defaults td~ed Flex
Payment Report By Plan Code . After making your selection,

click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the Personnel Office Identifier (POI) to be displayed
on the report. The 4-digit POI code and the name of the personnel office are
both displayed in this field. A selection(s) in the Organizational Structure field
generates data in this field. This field may also be used to indicate the
Submitting Office Number (SON). After making your selection, clime] or
[Cancel] , as applicable.

Click this field to indicate the Flexible Spending Account that the employee is
enrolled in and contributing to. Valid values &M Fed Flex

Dependent Care Acct (FD) andOPM Fed Flex Health

Care Account (FH) . This field defaults to both values. After making
your selection, clickinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.
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Grade

Location (Duty State)

Location (Duty City)

Location (Duty County)

Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Click this field to indicate the applicable 2-digit grade level to be displayed o
the report. The grades levels are displayed in descending order. The default
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the duty state of the organization. The default for t
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field iblot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,

[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.
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Retirement System

Year And Pay Period
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Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the 4-digit year and 2-digit pay period for the T&A
displayed on the report. This field goes back 26 pay periods.
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Gender Profile

The Gender Profile reporfigure 144 ) is displayed when you seleGender Profile on the
Workforce Reports menuFigure 88 ). This report counts organization employees by gende
Data for this report is obtained from the Personnel History database and is updated bi
The Sex Code on the Personnel History database is used to identify the employee’s ge

suoday adlopiopn Buluuny

Organizational Structure

Dizability Code
Race and Mational Crigin
E ion L |

Tirme Frame

Figure 144. Gender Profile report

After running the Gender Profile repoFidure 145 ), the Gender Profile report (with
criteria) Eigure 145) is displayed.

Gender Profile
U.s. Department Of Agriculture

Calendar ¥ear = 2003 and Personnel Office Identifier = 5317 - USDA - OCFO - NFC (NEW

ORELEAMS, LAY (AG90) and Pay Plan = G5 and RNO = White and Supervisary Status =

Mon-Supervisary and Occ Ser = 0343 - MANAGEMENT AMD PROGRAM AMNALYSIS and
Grade = 11 and Location {State) = Louisiana and PATCO = Professional or Administrative

or Technical and Employment Type = Permanent Full-Time and Education Level =
Bachelars and Age »= 20 Years Old and Length of Service == & years

By Org
Org Total %0 of Population Women (o) Men [Ci ]
Dff Of The Chief Fnancl Offcr g 100 4 66,7 @ 233.3
Total ] 100 4 G66.7 2 3332

Total U.5. DEPARTMENT OF AGRICULTURE Population: 1063735

Data as of 03/16/2003
Prepared By Tara Lalaon 3/18/2003 at 3:15 PM

Figure 145. Gender Profile report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arddsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

183

s
=
=}
=
>
Q@
o
=
=Y,
o
=
(@]
®
Py
®
°
o
=1
]




Length Of Service

Include Relative Civilian
Labor Force (RCLF)
Statistics?

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate whether or not to include RCLF statistics. This field
defaults toNo. Valid values aré&’es andNo. After making your selection,
click [Done] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, clickDone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Grade Distribution

The Grade Distribution reporfigure 146 ) is displayed when you seleGtade Distribution

on the Workforce Reports menkigure 88 ). This report displays a count by grade of
employees in an organization. Data for this report is obtained from the Personnel Histo
database and is updated weekly. The Grade indicator on the Personnel History databas
used to identify the employee’s grade.
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Organizational Structure

Personnel Office Identifer
Pay Plan

Gender

Face and Mational Grigin

Fepott Chart or Graph

Figure 146. Grade Distribution report
After running the Grade Distribution repoFidure 146 ), the Grade Distribution report (with
criteria) Eigure 147) is displayed.

Ll,&, Departmend OfF AL ibury
T i i s B PV T il el s i
| = 8777 ns ¥ "

wl i [l M LN b | T el Py DL
= el LD B T3 - MAPALCEVEHT AHC: PR AN AME VT el gl iy =i Pl ey Dy e WA
il Je'w] Gl Pl Jewl] Criei a~d s | 1 10LT Dy
bram gl Fr) Breg pymaad, T - mul Ly T Y r 4
N B by L
Aawer lrul
Bk supara i.--."n-.n il akim i sl
AT rada Tatad s saarties Hes  Aasen e Seeaes  Mas  Aases e Weeras e Wases e S
by bradtre -84
e
LLET] i
1515
in
Tt Ll i i i

Figure 147. Grade Distribution report (with criteria)
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Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit
Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC
Only) orPay Bands (DOC Only) , you can seledtay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Occupation (PATCO) Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical
Clerical , Other , andBlue collar . The default for this field iAll
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset], as applicable.

Supervisory Status Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor
Supervisor/Manager  , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Length Of Service

Click this field to indicate the state to be included on the report. The states a
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, clickDone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Grades Across Minority And Gender

The Grades Across Minority and Gender repeigute 148 ) is displayed when you
selectGrades Across Minority And Gender  on the Workforce Reports mengigure 88).

This report displays a count of employment by grade across RNO and gender. Data for
report is obtained from the Personnel History database and is updated biweekly.

Organizational Structure

Personnel Office Identifer
s Plan
cupational Seri

Grade
Dizability Code

Ermmployrment Tupe [(PFT]
Age

Education L

Length of Service

Tirme Frame

Sort By Grade

Figure 148. Grades Across Minority And Gender report
After running the Grades Across Minority And Gender repgagufe 148 ), the Grades
Across Minority And Gender report (with criteriagidure 149 ) is displayed.
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Figure 149. Grades Across Minority And Gender report (wtih criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Disability Code

Occupation (PATCO)
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also e used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Education Level

Length Of Service

Time Frame

Sort By:

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Grade . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Reset] , as applicable.
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Grade Range

suoday adlopiopn Buluuny

The Grade Range repoHridure 150) is displayed when you seleGtade Range on the

Workforce Reports menurigure 88). This report displays a count of employees by grade
across RNO and gender. Data for this report is obtained from the Personnel History dat
and is updated biweekly.

Organizational Structure

Gender

Face and Hational Drigin

Location [State)
Ernplovyrent Type [(PFT]

Age

Education Level
Length of Service
Tirme Frame

Sort By: PATCO

Figure 150. Grade Range report
After the Grade Range repoFidure 150) is run, the Grade Range report (with
criteria) Eigure 151) is displayed.
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Figure 151. Grade Range report (with criteria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Disability Code

Gender
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Race And National Origin

Grade

Occupation (PATCO)

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Education Level

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arddsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.
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Length Of Service

Time Frame

Sort By:
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. This field defaults to
PATCOMultiple or block selections are not allowed. After making your
selection, clicHDone] or[Reset] , as applicable.



Title I, Chapter 29
Reporting Center

Leave Balances

The Leave Balances repoFidure 152) is displayed when you selectave Balances on the
Workforce Reports mentFigure 88). This report displays a list of employees within an
organization and the leave balance for each employee. The length of the list depends o
organizational level that you go down to. Data for this report is obtained from the
Payroll/Personnel database and is updated biweekly.
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Note: This report contains detailed data.

an thiz Pay

Figure 152. Leave Balances report

After the Leave Balances repoFidure 152) is run, the Leave Balances report (with

criteria) Figure 153) is displayed. Only twenty employee records are displayed at one time.
If more than twenty records meet the selection criteria, you will be able click the applicable
page number to find the applicable record. Each employee record contains the employee’s
name, ssn, current annual leave balance, current sick leave balance, current compensatory
leave balance, any leave without pay information pertaining that employee, the employee’s
annual leave category, any suspension leave information, the employee’s SCD date for leave,
the employee’s base salary, military leave information, and FLSA information. You can
select an employee within the list to obtain more information on the employee. For more
information on the data available on each employee on the ligtngs®/ee Search (By

Name).
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L Balances
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Figure 153. Leave Balances report (with criteria)

Field instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitiidue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can selea®ay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.
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Occupation (PATCO)

Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Click this field to indicate the applicable job code to be displayed on the repq
Valid values ard’rofessional  , Administrative , Technical
Clerical , Other , andBlue collar . The default for this field iAll
Multiple or block selections are allowed. After making your selection,
click [Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

suoday adlopiopn Buluuny

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager  , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the race/national origin (RNO) origin to be displayed
on the report. Valid values afsian/Pacific Islander , Black
Hispanic , American Indian/Alaskan Native , White , and
Other . The default for this field i&ll . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aré\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, cligkclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Sort Order

Click this field to indicate the separation accession status to be included on
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field idlot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Oor [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are seled¢tadf Name is used to sort

the data.
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Leave Liability

The Leave Liability reportHigure 154 ) is displayed when you seleatave Liability on the
Workforce Reports mentFigure 88). This report contains leave data for the employees
within an organization. Both the number of hours and the dollar values of those hours &
listed on the report. A list of the employees is displayed when the report is run. You ca
select an employee to display data about that individual employee. Data for this report is
taken from NFC’s Payroll/Personnel database and is updated biweekly.
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Note: This report contains detailed data.

Organizational Structure

ffice Identifer

Figure 154. Leave Liability report

After running the Leave Liability reporfigure 154 ), the Leave Liability report (with
criteria) Eigure 155) is displayed.

203



Title I, Chapter 29
Reporting Center

Annual Leave Liability
Sensitive Personnel Data -- Use is Restricted

APPALACHIAN REGIOMAL COMMISSION -

(apP)
Data as of 01/18/2004

SSNO AL Balance Liability
] $0.00
215 $14,729.57

2 records were selected

You are now viewing records 1 through 2

Totals for AP
Annual Leave

©n Board Leave Balance Liability

2 215.00 $14,729.57

Figure 155. Leave Liability report (with criteria)

Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and cliciNext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit
Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitiidue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC
Only) orPay Bands (DOC Only) , you can selea®ay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Occupational Series

Grade

Occupation (PATCO)

Supervisory Status

Location (Duty State)

Location (Duty City)

Employment Type (PFT)

Age

Click this field to indicate the occupational series to be displayed on the repq
The 4-digit code and the literal are both displayed in this field. The default fo
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

suoday adlopiopn Buluuny

Click this field to indicate the applicable 2-digit grade level to be displayed o
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager  , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.
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Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aré\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, cligkclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Sort Order

Click this field to indicate the separation accession status to be included on
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field idlot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Oor [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. After making your selection, dimke], [Cancel] , or

[Reset], as applicable.
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Length Of Service Profile

The Length of Service Profile reporiqure 156 ) is displayed when you selectngth Of
Service on the Workforce Reports menkigure 88 ). This report displays a count of
organization employees across length of service categories. Data for this report was ob
from the Personnel History database and is updated biweekly. Employees with no serv
computation date (SCD) are not included in this count.
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Figure 156. Length Of Service Profile report

After running the Length Of Service Profile repatig(re 156 ), the Length Of Service
Profile report (with criteria)Rigure 157) is displayed.
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Figure 157. Length Of Servie Profile report (with criteira)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Education Level

Include Percentages

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this fiedbisValid values are
Yes andNo. Multiple or block selections are not allowed. After making your
selection, clickDone] or [Cancel] , as appropriate.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. This field defaults to
Organization . Multiple or block selections are not allowed. After making
your selection, clickDone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Life Insurance Listing

The Life Insurance Listing reporkigure 158) is displayed when you selegte Insurance
Listing on the Workforce Reports mergigure 88). This report contains detail data
concerning the employees in an organization and their life insurance elections. Data fo
report is obtained from the Payroll/Personnel database and is updated biweekly.

s
=
=}
=
>
Q@
o
=
=Y,
o
=
(@]
®
Py
®
°
o
=1
]

Note: This report contains detailed data.

Organization

annzl Offic

ion this Pay Period

Figure 158. Life Insurance Listing report

After running the List Insurance Listing repofigure 158 ), the Life Insurance Listing report
(with criteria) Eigure 159) is displayed.
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Figure 159. Life Insurance Listing report (with criteria)
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Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit
Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Life Ins. Plan Display Click this field to indicate the numeric type of plan to be displayed on the
report. After making your selection, cligikclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Life Ins. Plan Click this field to indicate the type of insurance to be displayed on the report.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Life Ins. Coverage Click this field to indicate the coverage code for the insurance in the Life Ins.

Plan field. After making your selection, clifikclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Life Ins. Option Click this field to indicate the option code for the insurance in the Life Ins. Plan
field. After making your selection, clidiclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Life Ins. Plan 2 Click this field to indicate the second type of insurance to be displayed on the
report. After making your selection, cligikclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Life Ins. Coverage 2 Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 2 field. After making your selection, cligkclude] , [Exclude] , [Cancel] ,
or [Reset], as applicable.

Life Ins. Option 2 Click this field to indicate the option code for the insurance in the Life Ins.
Plan 2 field. After making your selection, cligkclude] , [Exclude] , [Cancel] ,
or [Reset], as applicable.
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Life Ins. Plan 3

Life Ins. Coverage 3

Life Ins. Option 3

Life Ins. Plan 4

Life Ins. Coverage 4

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

Click this field to indicate the third type of insurance to be displayed on the
report. After making your selection, cligikclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the coverage code for the insurance in the Life Ins
Plan 3 field. After making your selection, cligtkclude] , [Exclude] , [Cancel] ,
or [Reset], as applicable.

Click this field to indicate the option code for the insurance in the Life Ins.
Plan 3 field. After making your selection, cligtkclude] , [Exclude] , [Cancel] ,
or [Reset], as applicable.

Click this field to indicate the fourth type of insurance to be displayed on the
report. After making your selection, cliglikclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the coverage code for the insurance in the Life Ins.
Plan 4 field. After making your selection, cligtkclude] , [Exclude] , [Cancel] ,
or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Disability Code
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Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.
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Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status

Separation Accession
Type

Click this field to indicate the gender to be displayed on the report. Valid val
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aréd\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, cligkclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, @lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the separation accession status to be included on the
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field iblot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, @lickude] ,

[Exclude] , [Cancel] , Or [Reset] , as applicable.
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Type Of Appointment
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Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Manpower Analysis

The Manpower Analysis reporfigure 160 ) is displayed when you sele@anpower
Analysis on the Workforce Reports mergigure 88 ). This report displays a list of all
employees in an organization. The lists are arranged in columns by employee name, d:
birth, ssn, grade and step, pay plan, series, salary, pay basis, position designation nu
SCD date, tour or duty, whether the employee is a permanent or temporary employee,
veteran’s preference, pay rate determinant code, and compensatory and exceptional service.
Totals for an organization are displayed after the last page of the report. Data for this report is
obtained from the Payroll/Personnel database and is updated biweekly. All employees are
available for data for this report.
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Note: This report contains detailed data.

upational Series

Type: Mot Separated or ion this Pay Periad

*lan, Grade, Step

Figure 160. Manpower Analysis report

After running the Manpower Analysis repofigure 160 ), the Manpower Analysis report
(with criteria) Figure 161 ) is displayed.
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o s e

Figure 161. Manpower Analysis report (with criteria)

Field Instructions:

Organizational Structure  Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit
Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitliue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC
Only) orPay Bands (DOC Only) , you can seledtay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.
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Grade

Occupation (PATCO)

Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Click this field to indicate the applicable 2-digit grade level to be displayed o
the report. The grades levels are displayed in descending order. The default
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

suoday adlopiopn Buluuny

Click this field to indicate the applicable job code to be displayed on the repq
Valid values ard’rofessional  , Administrative , Technical
Clerical , Other , andBlue collar . The default for this field iAll
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.
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Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aré\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, cligkclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Sort Order

Click this field to indicate the separation accession status to be included on
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field idlot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Oor [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. If no sort options are selected, organizational levels are
used as the sort options. The default for this fielday Plan, Grade,

Step . After making your selection, cliqbone], [Reset], or [Cancel] , as
applicable.
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Minority Profile

The Minority Profile reportRigure 162) is displayed when you sele@inority Profile on the
Workforce Reports menuFigure 88 ). This report displays a count across RNO of employe
in an organization. Data for this report is obtained from the Personnel History database
updated biweekly.

suoday adlopiopn Buluuny

COrganizational Structure

Perzonnel Office Identifer

Ernplayrnent

Age

Cizability

Education

Length of Service

Sort by gender inside of RMNO claszsification?: vesz
Tirme Frame

Figure 162. Minority Profile report

After running the Minority Profile repore{gure 162 ), the Minority Profile report (with
criteria) Eigure 163) is displayed.

L5, Departrmesnt OF agriouliure

Minerity Profle By g
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ared SapEvitory Wishie @ hon-Supsrdacny and Coc Ser = 043 - BAHAGERIEHT SHD PROGRAN AhaLTRIE sad Grack

Liscalad® (=0 la] » Lipsed @ PATDO = Prglibsona of & emacirdlns wel Brpléymant Type = Bermanen] Full-
Educ sbian Lesal = Gechaion snd dge >z 5] Yasre Od snd Lergih of Ssrsce o>z | yssrt
By O
Ao p
B imd
(L) By !.l-n-rr:'nlh ey Wl
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Tl 1k 11 1] - T 2 4

ksl BN B PA RN T O SCRIE ELTERS Papeadabines 108 whi rakainn 5Ty wam bt e vl sevigraded @ R awd Besera.
e

Figure 163. Minority Profile report (with criteria)
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Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.



Title I, Chapter 29
Reporting Center

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Education Level

Length Of Service

Sort By Gender Inside Of
RNO Classification

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate whether or not to sort across gender within each
RNO classification. Valid values a¥es andNo. This field defaults t&’es.
After making your selection, cligibone] or[Cancel] , as applicable.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run to the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uwganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Occupation (PATCO) Profile

The Occupation (PATCO) Profile reporidure 164 ) is displayed when you
selectOccupation (PATCO) Profile  on the Workforce Reports mengigure 88). This report
displays a count of the employees in an organization grouped across their PATCO
(professional, administrative, technical, clerical, other) categories. Data for this report iS
obtained from the Personnel History database and is updated biweekly.

suoday adlopiopn Buluuny

Organizational Structure

bility Code
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Figure 164. Occupation (PATCO) Profile report

After running the Occupation (PATCO) Profile repdiy(re 164 ), the Occupation (PATCO)
Profile report (with criteria)Rigure 165 ) is displayed.

Oecupatson (PATCO)
1.5, Deparimmeng OF A& gricufoos
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L] | AGS0) ared Pay Flan = G5 ol FRO = Whete o Gender = Famds Snd Superaiory SHaba = Non
Superasory o0d OCC S5or = D343 - MANAGEMENT AND PROGRAK EMaLYSIE and Grade = 11 and
LoC et = ladb@) m Lousgiars 4Nl Em@iymdnl Typs = Pirmanail Pl Tord Snd B0ucaledd Lesal m
Bescheors snd age == 210 Vesrs Oid
By ¥
[ fotal o % by e Bech Gl Oer Sepw EC LDREL  Hesduge B
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Figure 165. Occupation (PATCO) Profile report (with criteria)
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Personnel Office
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Pay Plan

Occupational Series
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Supervisory Status

230

Title I, Chapter 29
Reporting Center

Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Length Of Service

Click this field to indicate the state to be included on the report. The states a
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.
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Include Percentages?

Time Frame

Sort By:

Report As Chart Or
Graph

232

Title I, Chapter 29
Reporting Center

Click this field to indicate whether or not to include a percentage column for
each data column. Valid values &fes andNo. The default for this field is

No. Multiple or block selections are not allowed. After making your selection,
click [Done] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid

values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections
are not allowed. After making your selection, cljf@one] or[Cancel]
as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Organization Profile

The Organization Profile reportigure 166 ) is displayed when you sele@tganization

Profile on the Workforce Reports mengigure 88). This report displays a count of all
employees in an organization across employment type. Data for this report is obtained
the Personnel History database and is is updated biweekly.
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Figure 166. Organization Profile report

After running the Organization Profile repoFigure 166 ), the Organization Profile report
(with criteria) Eigure 167 ) are displayed.

Organizational Profile
U.s. Department Of Agriculture
Calendar Year = 2003 and Personnel Office Identifier = 5317 - USDA - OCFOD - NFC (NEW
CORELEAMS, LAY {AG90) and Pay Plan = G5 and RMO = White and Gender = Female and
Supervisory Status = Non-Supervisory and Occ Ser = 0343 - MANAGEMENT AMD
PROGRAM ANALYSIS and Grade = 11 and Location {State) = Louisiana and PATCO =
Professional or Administrative and Employment Type = Permanent Full-Time and
Education Level = Bachelors and Age == 20 Years Old and Length of Service == & years

By Org
Org (el Dopz?aohfon ':illl-'ll!lll:_' (30) :1::::3- @Y |Oier| @)
Off Of The Chief Fnancl Offcr 4 100 ) 100
Total 4 100 4 100

Total .5, DEPARTMENT OF AGRICULTURE Population: 106375

Figure 167. Organization Profile report (with criteria)
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Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.
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Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Pay Plan And Grade Distribution

The Pay Plan and Grade Distribution repbigyre 168 ) is displayed when you seleeay
Plan And Grade Distribution  on the Workforce Reports merfigure 88 ). This report
displays a count of employees in an organization across RNO and gender by grade wit
option of selecting an additional sort category. Data for this report is obtained from the
Personnel History database and is updated biweekly.
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Organizational Structure

Personnel Office Identifer
Pay Plan

Age

Education Level
Length of Service
Tirme Frame

Sort By: Pay Plan

Figure 168. Pay Plan And Grade Distribution report

After running the Pay Plan And Grade Distribution repeiguie 168 ), the Pay Plan And
Grade Distribution repor(gure 169) is displayed.
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Figure 169. Pay Plan And Grade Distribution report (with critieria)
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Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Disability Code

Gender
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Race And National Origin

Occupation (PATCO)

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Education Level

Length Of Service

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arddsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.
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Time Frame

Sort By:
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Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljfeone] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default®ay Plan . After making
your selection, clickDone] or[Reset] , as applicable.
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Reduction In Force (RIF) Report

The Reduction In Force (RIF) repoRidure 170) is displayed when you seleRéduction In
Force (RIF) on the Workforce Reports menrgidgure 88). This report displays a list of
employees on the RIF register. Data for this report is obtained from the PMSO databas
is updated biweekly. You can select an employee from the list and obtain more informa
on each employee.
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Note: This report contains detailed data.

Organizational Structure

Personnel Office Identifer
upational Series

Pay Plan

Grade

Supervizory Status

R.ating Patterns=
Freeze Date

dal Rating

Figure 170. Reduction In Force (RIF) report

After running the Reduction In Force (RIF) report, the Reduction In Force (RIF) report (with
criteria) Eigure 171) is displayed.
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Figure 171. Reduction In Force (RIF) report (with criteiria)
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Organizational Structure

Personnel Office
Identifier

Competitive Level

Occupational Series

Pay Plan

Grade

Supervisory Status
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you clilkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to indicate the Competitive Level to be displayed on the report.
After making your selection, clidknclude] , [Exclude] , [Cancel] , Or [Reset] as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager  , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Location (Duty State)

Location (Duty City)

Location (Duty County)

SMSA

Rating/Pattern

Freeze Date

As Of Date

Modal Rating

Print SSN

Sort Order

Click this field to indicate the duty state of the organization. The default for t
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (D
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messdgdeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , or [Reset] , as applicable.

Click this field to indicate the Standard Metropolitan Statistical Area (SMSA)

to be displayed on the report. This code consists of a two-position state code, a
three-position county code, a four-position city code, a four-position (SMSA),
and the literal description. If a selection is made, dlighude] , [Exclude] ,

[Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable pattern and level. Click the down
arrow(s) to make your selection(s). If a selection is made, [olidkde] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the applicable “freeze” date. Click the down arrows
to select the applicable month, day, and year. If a selection is madgpoliek
or [Cancel] , as applicable.

Click this field to indicate the applicable “as of” date. Click the down arrows to
select the applicable month, day, and year. If a selection is maddpoliek or
[Cancel] , as applicable.

Click this field to indicate the applicable Modal rating. Click the down arrow(s)
to make your selection(s). If a selection is made, ¢lickude] , [Cancel] , or
[Reset], as applicable.

Click this field to indicate whether or not to print the ssn. Select the applicable
radio button. Valid values ades andNo. This field defaults t&fes. If a
selection is made, clidbone], or[Cancel] .

Click this field to indicate how you want the report sorted. There are up to five
levels of sort options for this field. After making your selection, dizkne] ,
[Reset] ,or[Cancel] as applicable.
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Retirement Eligibility

suoday adlopiopn Buluuny

The Retirement Eligibility report=gure 172) is displayed when you seleRétirement
Eligibility on the Workforce Reports mergigure 88). This report displays a count across g
employees eligible to retire within the next ten years. This report allows an optional sor
across age also. These counts are grouped by the year of eligibility. Data for this report
obtained from the Personnel History database and is updated biweekly.

The following criteria are used when determining an employee’s retirement eligibility:
* An employee that is 55, 56, 57, 58, or 59 years old with at least 30 years of service.
* An employee that is 60 or 61 years old with at least 20 years of service.

* An employee that is 62 years old with at least 5 years of service.

Organizational Structure

il it';.' Code

Gender

Race and Mational Origin
Education L

Length

Include P

Figure 172. Retirement Eligibility report

After running the Retirement Eligibility reportigure 172 ), the Retirement Eligibility report
(with criteria) Eigure 173 ) is displayed.
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Figure 173. Retirement Eligibility report (with criteria)
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Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)
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Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext]
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional  , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Education Level

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.
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Length Of Service

Include Percentages?

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate whether or not to include percentage columns for
each data column on the report. The default for this fiedbisValid values are
Yes andNo. Multiple or block selections are not allowed. After making your
selection, clickDone] or [Cancel] , as appropriate.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, clf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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Retirement Profile (Inc. Early Out)

The Retirement Profile (Inc. Early Out) repdfigire 174 ) is displayed when you
selectretirement Profile (Inc. Early Out) on the Workforce Reports menigure 88). This
report displays a count of all employees in an organization that are eligible to retire und
regular or early-out options. Counts for employees eligible for “early outs” are displayed
total and across both early out criteria options. Data for this report is obtained from the
Personnel History database and is updated biweekly.

suoday adlopiopn Buluuny

The following CSRS criteria are used when determining an employee’s “early out”
eligibility:

* An employee with more than 25 years of service.

* An employee that is at least 50 years old with at least 20 years of service.

Crganizational Structure

Parszonnel Office Identifer

rizability Code

Gender

Face and Mational Crigin
Education Le

Length of Service

Tirme Frame

Sort By Qrganization
Feport az Chart or Graph

Figure 174. Retirement Profile (Inc. Early Out) report

After running the Retirement Profile (Inc. Early Out) repeigyre 174 ), the Retirement
Profile (Inc. Early Out) report (with criteriafigure 175) is displayed.
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Figure 175. Retirement Profile (Inc. Early Out) report (with criteria)

Field Instructions

Organizational Structure  Click this field to indicate the organization level to be displayed on the report.
The default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and cliciNext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block
selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Personnel Office Click this field to indicate the POI to be displayed on the report. The 4-digit
Identifier POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.
This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Pay Plan Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitiidue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC
Only) orPay Bands (DOC Only) , you can selea®ay Plan
Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Occupational Series Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Grade

Occupation (PATCO)

Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Click this field to indicate the applicable 2-digit grade level to be displayed o
the report. The grades levels are displayed in descending order. The default
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the repq
Valid values ard’rofessional  , Administrative , Technical
Clerical , Other , andBlue collar . The default for this field iAll
Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Race And National Origin

Education Level

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the RNO to be displayed on the report. Valid values
areAsian/Pacific Islander , Black , Hispanic , American
Indian/Alaskan Native , White , andOther . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not to run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons dalendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chart . Multiple or block selections are not allowed. After making your
selection, clicHDone] or[Cancel] , as applicable.
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The Roster of Employees repoFigure 176 ) is displayed when you seleRbster Of

Employees on the Workforce Reports mengigure 88). This report displays a list of
employees in an organization. You can select an employee on the list to obtain information
about that employee. There are several categories of information for each employee. The
following fields are displayed on this report:

Name

SSN

Pay Plan

Occupational Series

Grade/Step

Base Salary

Pay Basis

Individual Position Number
Federal Service Computation Date
Tour Of Duty

Veterans Preference Code (NOTE: CodendN are abbreviated)
Official Title

Date Of Birth

Note: This report contains detailed data.

Figure 176. Roster Of Employees report
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After running the Roster Of Employees rep@itre 176 ), the Roster Of Employee report
(with criteria) Eigure 177) is displayed.

Figure 177.

Field Instructions:

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Foatar ol Fmplrgmes
Forwwm] Gmin - s s Basirk

W Lin] Maea

Roster of Employees report (with critieria)

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitfitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.
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Occupation (PATCO)

Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age
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Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messddere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.
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Disability Code

Gender

Race And National Origin

Education Level

Tenure Group

Uniform Service Status

Veteran Status

Click this field to indicate the disability code to be displayed on the report. T
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aré\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, cligkclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Sort Order:

258

Title I, Chapter 29
Reporting Center

Click this field to indicate the separation accession status to be included on the
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field iblot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,

[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate how you want the report sorted. There are up to six
levels of sort options for this field. Multiple or block selections are not allowed.
This field defaults td.ast Name . After making your selection, click

[Done] or[Reset] , as applicable.
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Salary Summary

The Salary Summary reporigure 178) is displayed when you selegélary Summary on
the Workforce Reports menBidure 88 ). This report displays the total and average salary
an organization. Data for this report is obtained from the Personnel History database a
updated biweekly.
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Organizational Structure

Personnel Office Identifer
Flan
upationa

Grade

upation [PA

Latus

ability Code
Gender

F.ace and Mational Srigin

Figure 178. Salary Summary report

After running the Salary Summary repdrig(ire 178 ), the Salary Summary report (with
criteria) Eigure 179) is displayed.

Salary Summary

U.s. Department Of Agriculture

Calendar ¥ear = 2003 And Personnel Office Identifier = 5317 - Usda - Ocfo - Nfc (new
Crleans, La) (ag90) Aand Pay Plan = Gs 4nd Rno = White And Gender = Female And

Supervisory Status = Mon-supervisory And Occ Ser = 0343 - Management And Program
analysis And Grade = 11 And Location (state) = Louisiana and Patco = Professional Or
Administrative And Employment Type = Permanent Employees And Age == 20 Years Old

and Length Of Service »= & Vears

By Org
Org Total Salary Avg. Salary Employee Count
Off Of The chief Fnancl Offcr +£1,050, 544,00 £E2,527.00 20
Total £1,050,544.00 £52,527.00 20

Total U.S. DEPARTMENT OF AGRICULTURE Population: 105375

Figure 179. Salary Summary report (with criteria)
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Field Instructions

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

260

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (State)

Employment Type (PFT)

Age

Disability Code

Gender

Race And National Origin

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the state to be included on the report. The states are
listed alphabetically. You can use the scroll bar to search for the applicable
state(s). The default for this fieldAdl . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of

[Reset], as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field iAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arédsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

261

s
=
=}
=
>
Q@
o
=
=Y,
o
=
(@]
®
Py
®
°
o
=1
]




Education Level

Length Of Service

Time Frame

Sort By:

Report As Chart Or
Graph
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Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the year to be displayed on the report. Use the scroll
bar to select the applicable year from the box. You must also select the
applicable radio button to indicate whether or not run the report using the
calendar or fiscal year that corresponds with the year selected in the box. Valid
values for the radio buttons &@alendar Year  andFiscal Year

The default for this field i€alendar Year . Multiple or block selections

are not allowed. After making your selection, cljf@one] or[Cancel]

as applicable.

Click this field to indicate how you want the report sorted. Multiple or block
selections are not allowed. This field default©uwganization . After
making your selection, clicbone] or[Reset] , as applicable.

Click this field to indicate if you want the report displayed as a chart or graph.
Valid values ar¢Chart]  and[Graph] . The default for this field is

Chartt . Multipte orblock setettns-are-notteaiec oAt taftraragiyour: '«
selection, clicHDone] or[Cancel] , as applicable.
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Statement Of Earnings And Leave

The Statement of Earnings and Leave report (windowid)ré 180) is displayed when you
selectStatement of Earnings and Leave  on the Workforce Reports mergigure 88 ). This
report displays an employee’s earnings statement for a pay period. Data for this report
obtained from the Payroll/Personnel database and is updated biweekly.
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Ernplay Social Security Murnber:

Figure 180. Statement Of Earnings And Leave report (window 1)

After completing the Employee Social Security Number field, diieke] . The Statement of
Earnings and Leave report (window Bjggre 181) is displayed.

Ermmplovee Social Security Number:

Payrall Pay Periad:

Figure 181. Statement Of Earnings And Leave report (window 2)

After completing the Payroll Pay Period field on the Statement of Earnings and Leave report
(window 2) Figure 181), the Statement of Earnings and Leave report (with
criteria) Eigure 182) is displayed.
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OFFICE OF THE CHIEF FINANCIAL OFFICER TO451-3915
PAY PERIOD DATE T&A CONTACT ACCT ORIG PAY ;[?SR;‘:]_
SEMO MO DA YR MO DA YR FiF FOINT ETAT STRUCTURE FOl FLAN GR 5T USDA
909-99-9939 10M7/2004  10/30/2004 21 80-22-000640-62 0010 90-70-40-0040 5317 53 12 | 08
TYFE 5COFOR RET. DECUCTIONS
SALARY RATE EMPL LEAVE THIS APPOINTMENT STATEMENT OF EARNINGS AND LEAVE
28366.00 PA FiT 35985 7511487
EARNINGS AND DEDUCTIONS
ITER HOURS AMOUNT
CODE DESCRIFTION FiF Y-T-0 FiF Y-T-0
o1 REGULAR TIME 53.50 1,370.00 2 635.58 57,886.83
17 &0 TRAVEL REIMBURSEMENTS 54.00
21 OWERTIME - PREMIUM RATE 2.60 139.50 105.86 4,805.50
31 HOLIDAY WORKED 250 14519
4 CASH ANARD 875.00
i1 AMHUAL LEAVE 16.50 19325 62561 811271
G2 SICK LEAVE 163225 6,457.12
Gid COMPENSATORY LEAVE 2.00 21.50
G OTHER LEAVE 121.50 9,102,956
o == PAY PERIOD HOURS & GROSS PAY ™ 82.50 349308 84,634.86
Toa0z RETIREMENT 2710 521.26
7615 TSP-FERS 169.36 3,882.56
TG SOCIAL SECURITY (DASDI) 200.57 5,024.01
7 FEDERAL TAX EXEMPTS MO4 360.78 9,355.09
78 ST TAX LA EXEMPTS MO2 106.29 261187
21 FEGLI COVERAGE $91,000 1265 212.08
az OFT FEGLI-AGE BRACKET 3 209.60 579.00
a3 FEHBA - ENROLL CODE 105 112.88 2,52002
a5 CHARITABLE CONTRIBUTHS 2.00 <45.00
a2 SAVINGS ACCT wocececeddBS 200.00 <,600.00
2840 TSP LOAN REFAY (FEL) 38.60 8E7.20
a7 MEDICARE TAX WITHHELD 49,04 1.182.96
o ramnaRaant TOTAL DEDUCTIONS mrermsasns 1,318.84 31,860.52
o MET PAY 2.174.21 5277434
o DOVEFT ROUTING NO. socoocoos
EOND ACCOUNT YEAR TO DATE LEAYE STATUS
AUTH DENOM- DEDUC- EALANCE NO. 155UE FROJECTED FT. HRS
NO INATION TIOH AAIL. ISSUED DATE TYPE ACCRUED USED BALANCE USE OR LOSE UHAPP MAK. IO
AN 168.00 148 .50 255.80 55480 240.00
sick 2900| 13275 846.25 Ei’;‘gg
COmP g
J0OIN THE CHALLEWGE HEALTHIERFEDS-OCTOBER 4TH-
DECEMBER 2GTH. FOR MORE INFORMATION WISIT:
HT TR i, 0P b, G OWHEALTHIERFED 2¢
TSP OPEN SEASON |5 OCT.15-DEC.21. FEHB AND F5A
OFEN SEASON NOWEMBER S-DECEMBER 31. CONTACT YOUR
SERVICING FPERSONNEL OFFICE FOR ADDITIONAL INFO.
Official Pay Date 11/11/2004
Joe Harley
100 haple Lane
New Orleans, LA 70000-0000

Figure 182. Statement Of Earnings And Leave report (with criteria)
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Field Instructions
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Employee Social Type the employee’s nine-digit ssn in this field. After typing the ssn,
Security Number click [Done] .
Payroll Pay Period Select the pay period to be displayed on the report.
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Use-Or-Lose Leave Report
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The Use-Or-Lose Leave repoFidure 183 ) is displayed when you selea@se-Or-Lose

Report on the Workforce Reports mengigure 88). The Use-Or-Lose reporftigure 183 )
displays a list of employees (by organization) who are in a use-or-lose situation regardi
annual leave. Data for this report is obtained from the Payroll/Personnel database and
updated biweekly.

Drganizati uckure

ce Identifer

Status

1 Type:! Mot Separated or A on thiz Pay Period

Figure 183. Use-Or-Lose report

After running the Use-Or-Lose repoFidure 183), the Use-Or-Lose report (with
criteria) Eigure ) is displayed.

Lmiwrsg of Errpdessmes Whith LessTo B Lsed Bzlore Erd-08-Femr
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Figure 184. Use-Or-Lose report (with criteria)
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Field Instructions

Organizational Structure

Personnel Office
Identifier

Pay Plan

Occupational Series

Grade

Occupation (PATCO)

268

Click this field to indicate the organization to be displayed on the report. The
default for this field is based upon your security access. After making your
selection, clickDone], [Cancel] , or [Next], as applicable. If you cliciext],
additional organizational information is displayed. You can continue to make
selections and clickvext] to further customize your selection. There are nine
organizational levels available when clickiingxt] . Multiple or block

selections are not allowed when you cligkxt] . If you wish to return to the
previous level, clickPrevious] . Your security access determines how many
levels you are able to access.

Click this field to indicate the POI to be displayed on the report. The 4-digit

POI code and the name of the personnel office are both displayed in this field. A
selection(s) in the Organizational Structure field generates data in this field.

This field may also be used to indicate the SON. After making your selection,
click [Done] or[Cancel] as applicable.

Click this field to select either the 2-character pay plan or for Department of
Commerce, you can select eitlitiue Collar (DOC Only) or Pay
Bands (DOC Only) . If you select eitheBlue Collar (DOC

Only) orPay Bands (DOC Only) , you can seledtay Plan

Groupings Include for a list of what is contained in these two classifications.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the occupational series to be displayed on the report.
The 4-digit code and the literal are both displayed in this field. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the applicable 2-digit grade level to be displayed on
the report. The grades levels are displayed in descending order. The default for
this field isAll . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the applicable job code to be displayed on the report.
Valid values ard’rofessional , Administrative , Technical

Clerical , Other , andBlue collar . The default for this field iAll

Multiple or block selections are allowed. After making your selection, click
[Include] , [Exclude] , [Cancel] , Or [Reset], as applicable.
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Supervisory Status

Location (Duty State)

Location (Duty City)

Location (Duty County)

Employment Type (PFT)

Age

Disability Code

Click this field to indicate whether or not the employee(s) on the report have
supervisory status. Valid values @apervisor

Supervisor/Manager , Management, Supervisor (CSRA)
Management (CSRA) , Leader , andNon-Supervisory . The

default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the duty state of the organization. The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , or [Reset], as applicable.

Click this field to indicate the duty city of the organization. The options
available for this field are determined upon your selection in the Location (Duty
State) field. The default for this field Al . Multiple or block selections are
allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Or

[Reset], as applicable.

Click this field to indicate the county of the organization, if applicable. If there
is no county for the organization based upon your selection in the Location
(Duty State) and the Location (Duty City) field, a messdgdeere were

no counties designated for the selected state , will
appear. If this message appears, diidacel] to return to the report. The

default for this field isAll . Multiple or block selections are allowed. If a
selection is made, clidinclude] , [Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the full-time or part-time status of the employee. You
can selecEmployment Types Include for definitions of the various employment
types. The default for this field &ll . Multiple or block selections are

allowed. After making your selection, clifkclude] , [Exclude] , [Cancel] , Of
[Reset], as applicable.

Click this field to indicate the applicable age range category to be displayed on
the report. This field is categorized in ranges of five year increments. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicfoone] or [Cancel] , as applicable.

Click this field to indicate the disability code to be displayed on the report. This
field displays both the 2-digit numeric code and the literal. You can select
Targeted Disabilities Include  for definitions of the various handicap types. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.
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Gender

Race And National Origin

Education Level

Length Of Service

Tenure Group

Uniform Service Status

Veteran Status

270

Title I, Chapter 29
Reporting Center

Click this field to indicate the gender to be displayed on the report. Valid values
areMale andFemale . The default for this field i&ll . Multiple or block
selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.

Click this field to indicate the RNO Code to be displayed on the report. Valid
values arddsian/Pacific Islander , Black , Hispanic

American Indian/Alaskan Native , White , andOther . The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the education level to be displayed on the report. The
default for this field isAll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as

applicable.

Click this field to indicate the length of service range to be displayed on the
report. This field is categorized in ranges of five year increments. The default
for this field isAll . Multiple or block selections are allowed. After making
your selection, clickDone] or[Cancel] , as applicable.

Click this field to indicate the tenure group to displayed on the report. Valid
values aré\Not In Any Retention Group ,Group 1 ,Group 2 ,
andGroup 3 . The default for this field i&ll . Multiple or block selections
are allowed. After making your selection, clighclude] , [Exclude] , [Cancel] ,

or [Reset], as applicable.

Click this field to indicate the uniform service status. Valid value\aree,
Ready Reserve , Standby Reserve , National Guard
Retired Military-Regular , andRetired

Military-Non-regular . The default for this field i&ll . Multiple or
block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Or [Reset] , as applicable.

Click this field to indicate the veteran status in relation to the Vietham War.
Valid values ardNot A Veteran Of The Vietnam Era (Prior

To 9/30/91) , Vietnam Era Veteran , Pre-Vietnam Era
Veteran , Post-Vietnam Era Veteran , andNot A Veteran
(After 9/30/91) . The default for this field i&ll . Multiple or block

selections are allowed. After making your selection, dlighude] , [Exclude] ,
[Cancel], or [Reset], as applicable.
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Separation Accession
Type

Type Of Appointment

Employment Type

Special Employee Code

Retirement System

Sort Order

Click this field to indicate the separation accession status to be included on
report. Valid values arblot Separated , Regular , Deceased , and
Accession This Pay Period . The default for this field idlot
Separated Or Accession This Pay Period . Multiple or

block selections are allowed. After making your selection, ¢lickude] ,
[Exclude] , [Cancel] , Oor [Reset] , as applicable.

Click this field to indicate the appointment type to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the employment type to be displayed on the report.
Valid values ard-ull-time  , Part-time , Intermittent , Fee

Basis Of Piecework , andFirst 40 Hours . The default for this
field is All . Multiple or block selections are allowed. After making your
selection, clicinclude] , [Exclude] , [Cancel] , Or [Reset], as applicable.

Click this field to indicate the special employee code to be displayed on the
report. Both the 2-digit numeric code and the alpha literal are displayed in this
field. The default for this field i&ll . Multiple or block selections are allowed.
After making your selection, cligknclude] , [Exclude] , [Cancel] , Or [Reset], as
applicable.

Click this field to indicate the retirement system to be displayed on the report.
The default for this field i&\ll . Multiple or block selections are allowed. After
making your selection, clicknclude] , [Exclude] , [Cancel] , Or [Reset] , as
applicable.

Click this field to indicate the sort order options to be displayed on the report.
You can select six levels of sort options. Click the down arrow to display the
various sort options. Each level has two parts. The first part is the literal sort,
and the second part is whether or not you want to sort in ascending or
descending order. If no sort options are seled¢tadf Name is used to sort

the data.
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W-2 Wage And Tax Statement

The W-2 and Tax Statement repd¥ig(re 185 ) is displayed when you selegt2 Wage And
Tax Statement on the Workforce Reports menkigure 88 ). This report displays an
employee’s W-2 information.
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Figure 185. W-2 Wage And Tax Statement report

After completing the W-2 Wage and Tax Statement repayre 185 ), the W-2 Wage and
Tax Statement report (with criterigigure 186 ) is displayed.
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Figure 186. W-2 Wage And Tax Statement report (with criteria)
Field Instructions
Employee Social Type the employee’s nine-digit ssn in this field. After typing the ssn,
Security Number click [Done] .
Year Type the year of the W-2 to be displayed on the Report. After typing the year,

click [Done].
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

A

About The Reporting Center, 1

Access And Security, 3

Account Number
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42
Telephone Download Report, 48
Telephone Over the Max Limit Report, 51

Account Status, 48

Accounting Month, 57

Accounting Station, 58

Active Employee Search By Last Name, 90

Adjustment Type, 64

Age
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 211
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255

Salary Summary Report, 261
Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 269

Age Profile, 129

Agency
Energy Data Download Report, 27
Energy Detail Report, 34
Energy Summary Report, 40
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 60
FSDW Adjustments Report, 64
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 70
FSDW Financial Statement Consistency Report, 73
FSDW FMS2108, 85
FSDW GL Account Trial Balance Report, 76
FSDW Preliminary Financial Statements Report, 78
FSDW SF133, 84
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80
SF-224 Abstract Of Trans (SCAP5D) Report, 57
Telephone Download Report, 47
Telephone Over the Max Limit Report, 51

ALC, 54
All Actions, 95
All Actions Minority Profile, 99

Appn/Allottee
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Appropriation Fund/Receipt Symbol, 58
As Of Date, 243

B

Beqginning Fiscal Year, 60

Billing Cycle, 49
Bills Dated, 54
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Budget Act.
Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 41

C

Change Your Password, 7

Change Password, 23

Change Your Password Pop-up Field Instructions, 23
Civilian Employment (SF113-A) Report, 133
Civilian Employment (SF113-G) Report, 135

Class/Sp. Purpose
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Competitive Level, 242

Confirm New Password, 24
Contact Point, 45

Control Number
FSDW Adjustments Report, 64
FSDW Eliminations Report, 70

Cost Resp. Center
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Cost Resp. Division
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Creating A Report As A Chart Or Graph, 16
Creating A Spreadsheet, 21
Creating Reports, 15

D

Date Paid, 58
Date Processed, 52

Dental Plan Payment Report, 137
Direct Hire (Yes/No), 135

Disability Code
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97

Index - 2
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Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175

Gender Profile Report, 183

Grade Distribution Report, 187

Grade Range Report, 194

Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 109

Hires Report, 105

Leave Balances Report, 200

Leave Liability Report, 206

Length Of Service Profile Report, 211

Life Insurance Listing Report, 216
Manpower Analysis Report, 222

Minority Profile Report, 227

Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235

Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 117
Promotions Report, 113

Retirement Eligibility Report, 247

Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 256

Salary Summary Report, 261

Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 269

Div/Branch
Energy Data Download Report, 30
Energy Summary Report, 42

Division
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

Document Reference Number, 54

Dues Withheld, 141

E

Education Level
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206
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Length Of Service Profile Report, 212

Life Insurance Listing Report, 217
Manpower Analysis Report, 222

Minority Profile Report, 227

Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235

Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113

Retirement Eligibility Report, 246

Retirement Profile (Inc. Early Out) Report, 252
Roster Of Employees Report, 256

Salary Summary Report, 262

Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 270

Education Level Profile, 145
Elimination Type, 70

Employee Search (By Name), 149

Employee Search (By SSNO), 167

Employee Social Security Number
Statement Of Earnings And Leave, 89
Statement of Earnings and Leave Report, 266
W-2 Wage and Tax Statement Report, 274
W2 Wage And Tax Statement, 91

Employment By Disability Code, 169

Employment Changes, 173

Employment Coverage
Civilian Employment (SE-113A) Report, 134
Civilian Employment (SE-113G) Report, 136

Employment Month, 133

Employment Type
Dental Plan Payment Report, 139
Dues Withheld Report, 143
Flexfund Report, 179
Leave Balances Report, 201
Leave Liability Report, 207
Manpower Analysis Report, 223
Roster Of Employees Report, 257
Use-Or-Lose Report, 271

Employment Type (PFT)
Age Profile Report, 130
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distributin Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191

Hires Minority Profile Report, 109

Hires Report, 105

Leave Balances Report, 199

Leave Liability Report, 205

Length Of Service Profile Report, 211

Life Insurance Listing Report, 216
Manpower Analysis Report, 221

Minority Profile Report, 227

Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235

Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113

Retirement Eligibility Report, 247

Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255

Salary Summary Report, 261

Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 269

Energy Data Download, 27

Energy Detail, 33
Energy Summary, 39

Energy Type
Energy Data Download Report, 31
Energy Detail Report, 37

Enter Last Name, 165
Enter New Password, 24

Enter Social Security Number, 167

Exiting The Reporting Center, 10

F

F/Y Fund, 35
Fed Flex Plan, 178

Feeder System Acronym
Energy Data Download Report, 30
Energy Detail Report, 37
Energy Summary Report, 43

Field Instructions For The Reporting Center, 23

Field Instructions For Using The Reporting Center, 23

Financial Statement
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 67
FSDW Preliminary Financial Statements Report, 77

Fiscal Month
Abnormal Balance By Treas Sym Report, 59
FSDW Abnormal Balance By Fund Report, 61
FSDW FMS2108, 85
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ESDW SF133, 84

Fiscal Year
FSDW Abnormal Balance By Fund Report, 61
FSDW Abnormal Balance By Treas Sym Report, 59
FSDW FMS2108, 85
FSDW SF133, 84

Flex Fund, 177

Flexfund Report, 178

Freeze Date, 243

FSDW Abnormal Balance By Fund Report, 61
FSDW Abnormal Balance By Treas Sym, 59
FSDW Adjustments Report, 63

FSDW Consolidated Financial Statements, 65
FSDW Crosswalk Trial Balance, 67

FSDW Eliminations Report, 69

FSDW Financial Statement Consistency Report, 71
FSDW FMS2108, 85

FSDW GL Account Trial Balance, 75

FSDW Preliminary Financial Statements, 77
FSDW SF133, 83

FSDW Trial Balance, 79

FSDW Trial Balance By Treasury Symbol, 81

Fund
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 60
FSDW Consolidated Financial Statements Report, 66
FSDW Crosswalk Trial Balance Report, 68
FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 76
FSDW Preliminary Financial Statements Report, 78
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80

FY/ Fund
Energy Data Download Report, 29
Energy Summary Report, 41

FY/Appn
Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 42

G

Gender
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
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Education Profile Report, 147

Employment By Disability Code Report, 171
Grade Distribution Report, 187

Grade Range Report, 194

Hires Minority Profile Report, 109

Hires Report, 105

Leave Balances Report, 200

Leave Liability Report, 206

Length Of Service Profile Report, 211

Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235

Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 117
Promotions Report, 113

Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 257

Salary Summary Report, 262

Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 271

Gender Profile, 181

Geographic Location Code
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Getting Started In The Reporting Center , 5

GL Account
FSDW Crosswalk Trial Balance Report, 68
FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 76
FSDW Trial Balance By Treasury Symbol Report, 82
FSDW Trial Balance Report, 80

Govt. Owned/Leased
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Grade
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 179
Gender Profile Report, 182
Grade Range Report, 195
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
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Hires Report, 104
Leave Balances Report, 198

Leave Liability Report, 205

Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 221
Minority Profile Report, 226

Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Promotions Minority Profile Report, 116
Promotions Report, 112

Reduction In Force (RIF) Report, 242
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255
Salary Summary Report, 261
Separations Minority Profile Report, 124
Separations Report, 120

Use-Or-Lose Report, 269

Grade Distribution, 185

Grade Range, 193
Grades Across Minority And Gender, 189

H

Hardware Requirements, 4
Hires, 103

Hires Minority Profile, 107
How Do |, 23

Include Eliminations, 73

Include Notes, 24

Include Percentages
Age Profile Report, 131
Education Level Profile Report, 147
Length Of Service Profile Report, 212
Occupation (PATCO) Profile Report, 232
Retirement Eligibility Report, 248

Include Relative Civilian Labor Force (RCLF) Statistics,

Gender Profile Report, 184

Index Code
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

L

Learning About The Reporting Center, 5

Leave Balances, 197

Leave Error, 45
Leave Liability, 203

Length Of Service
Age Profile Report, 131
All Actions Minority Profile Report, 102
All Actions Report, 98
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 184
Grade Distribution Report, 187
Grade Range Report, 196

Grades Across Minority And Gender Report, 191

Hires Minority Profile Report, 110

Hires Report, 106

Minority Profile Report, 227

Occupation (PATCO) Profile Report, 231
Organization Profile Report, 236

Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 118
Promotions Report, 114

Retirement Eligibility Report, 248

Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 262

Separations Minority Profile Report, 126
Separations Report, 122

Use-Or-Lose Report, 270

Length Of Service Profile, 209
Life Ins. Coverage, 214

Life Ins. Coverage 2, 214

Life Ins. Coverage 3, 215

Life Ins. Coverage 4, 215
Life Ins. Option, 214

Life Ins. Option 2, 214
Life Ins. Option 3, 215
Life Ins. Plan, 214

Life Ins. Plan 2, 214

Life Ins. Plan 3, 215

Life Ins. Plan 4, 215

Life Ins. Plan Display, 214
Life Insurance Listing, 213
List Box, 24

Local/Lodge, 143
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Location
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Location (Duty City)
Dues Withheld Report, 142
Flexfund Report, 179
Leave Balances Report, 199
Leave Liability Report, 205
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 255
Use-Or-Lose Report, 269

Location (Duty County)
Dues Withheld Report, 143
Flexfund Report, 179
Leave Balances Report, 199
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 255
Use-Or-Lose Report, 269

Location (Duty State)
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Flexfund Report, 179
Leave Balances Report, 199
Leave Liability Report, 205
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 256
Use-Or-Lose Report, 270

Location (State)
Age Profile Report, 130
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Length Of Service Profile Report, 211
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 115
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Promotions Report, 111

Retirement Eligibility Report, 247

Retirement Profile (Inc. Early Out) Report, 251
Salary Summary Report, 261

Separations Minority Profile Report, 123
Separations Report, 119

Location 2
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

M

Manpower Analysis, 219

Mgmt. Code
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

Minority Profile, 225

Mission Area
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 59
FSDW Adjustments Report, 63

FSDW Consolidated Financial Statements Report, 66

FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 69

FSDW Financial Statement Consistency Report, 73
FSDW GL Account Trial Balance Report, 75
FSDW Preliminary Financial Statements Report, 78

EFSDW Trial Balance By Treasury Symbol Report, 82

FSDW Trial Balance Report, 79
Modal Rating, 243
My Reports Listing Menu Field Instructions, 24

My Reports Pop-up Field Instructions, 24

N

Nature Of Actions (For New Hires)
All Actions Report, 96
All Actions Minority Profile Report, 100
Hires Minority Profile Report, 108
Hires Report, 104

Nature Of Actions (For Promotions)
Promotions Minority Profile Report, 116
Promotions Report, 112

Nature Of Actions (For Separations)
Separations Minority Profile Report, 124
Separations Report, 120

Notes, 24
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Occupation (PATCO)
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 195
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 221
Minority Profile Report, 226
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 116
Promotions Report, 112
Retirement Eligibility Report, 246
Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120

Minority Profile Report, 226

Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234

Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112

Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246

Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254

Salary Summary Report, 260

Separations Minority Profile Report, 124
Separations Report, 120

Use-Or-Lose Report, 268

Office/Division

Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Online Help, 5
Org

Energy Data Download Report, 29
Energy Detail Report, 36
Energy Summary Report, 42

Org/Sub-Unit

Energy Detail Report, 35
Energy Summary Report, 41

Organization

Energy Data Download Report, 29
Energy Detail Report, 35

Organization Profile, 233

Use-Or-Lose Report, 268
Occupation (PATCO) Profile, 229
Occupational Series

Organizational Structure
Age Profile Report, 129
All Actions Minority Profile Report, 100

Age Profile Report, 130

All Actions Minority Profile Report, 100

All Actions Report, 96

Dental Plan Payment Report, 138

Dues Withheld Report, 142

Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178

Gender Profile Report, 182

Grade Distribution Report, 186

Grade Range Report, 194

Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108

Hires Report, 104

Leave Balances Report, 198

Leave Liability Report, 205

Length Of Service Profile Report, 210

Life Insurance Listing Report, 215
Manpower Analysis Report, 220

All Actions Report, 96

Civilian Employment (SF-113A) Report, 133
Civilian Employment (SF-113G) Report, 135
Dental Plan Payment Report, 138

Dues Withheld Report, 142

Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174

Flexfund Report, 178

Gender Profile Report, 182

Grade Distribution Report, 186

Grade Range Report, 194

Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108

Hires Report, 104

Leave Balances Report, 198

Leave Liability Report, 204

Length Of Service Profile Report, 210

Life Insurance Listing Report, 214
Manpower Analysis Report, 220

Index - 7



Minority Profile Report, 226

Occupations (PATCO) Profile Report, 230
Organization Profile Report, 234

Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112

Reduction In Force (RIF) Report, 242
Retirement Eligibility Report, 246

Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254

Salary Summary Report, 260

Separations Minority Profile Report, 124
Separations Report, 120

Use-Or-Lose Report, 268

Organizaton
Energy Data Download Report, 29
Energy Summary Report, 41

OTRSI/IPAC, 53
OTRS/IPAC Report, 53
Overview, 1

P

Password, 23

Pay Period, 87

Pay Plan
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 204
Length Of Service Profile Report, 210
Life Insurance Listing Report, 215
Manpower Analysis Report, 220
Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112

Index - 8

Title I, Chapter 29
Reporting Center

Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246

Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254

Salary Summary Report, 260

Separations Minority Profile Report, 124
Separations Report, 120

Use-Or-Lose Report, 268

Pay Plan And Grade Distribution, 237
Pay Register Date, 54
Payroll Office Number, 87

Payroll Pay Period
Statement of Earnings and Leave, 90
Statement of Earnings and Leave Report, 26

Personnel Office Identifier
Age Profile Report, 130
All Actions Minority Profile Report, 100
All Actions Report, 96
Dental Plan Payment Report, 138
Dues Withheld Report, 142
Education Level Profile Report, 146
Employment By Disability Code Report, 170
Employment Changes Report, 174
Flexfund Report, 178
Gender Profile Report, 182
Grade Distribution Report, 186
Grade Range Report, 194
Grades Across Minority And Gender Report, 190
Hires Minority Profile Report, 108
Hires Report, 104
Leave Balances Report, 198
Leave Liability Report, 204
Length Of Service Profile Report, 210
Life Insurance Listing Report, 214
Manpower Analysis Report, 220
Minority Profile Report, 226
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 234
Pay Plan And Grade Distribution Report, 238
Promotions Minority Profile Report, 116
Promotions Report, 112
Reduction In Force (RIF) Report, 242
Retirement Eligiblity Report, 246
Retirement Profile (Inc. Early Out) Report, 250
Roster Of Employees Report, 254
Salary Summary Report, 260
Separations Minority Profile Report, 124
Separations Report, 120
Use-Or-Lose Report, 268

Pgm/Rgn/Div
Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

POD
Abnormal Balance By Treas Sym Report, 60




Title I, Chapter 29
Reporting Center

FSDW Abnormal Balance By Fund Report, 62
FSDW Consolidated Financial Statment Report, 66
FSDW Crosswalk Trial Balance, 68

FSDW Financial Statement Consistency Report, 73
FSDW Preliminary Financial Statement, 78

FSDW Trial Balance By Treasury Symbol Report, 82
GL Account Trial Balance Report, 76

Print SSN, 243

Promotions, 111

Promotions Minority Profile, 115

R

Race And National Origin
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
Education Level Profile Report, 147
Employment By Disability Code Report, 171
Gender Profile Report, 183
Grade Distribution Report, 187
Grade Range Report, 195
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 200
Leave Liability Report, 206
Length Of Service Profile Report, 211
Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Occupation (PATCO) Profile Report, 231
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113
Retirement Eligibility Report, 247
Retirement Profile (Inc. Early Out) Report, 252
Roster Of Employees Report, 256
Salary Summary Report, 262
Separations Minority Profile Report, 125
Separations Report, 121
Use-Or-Lose Report, 271

Rating/Pattern, 243
Reduction In Force (RIF) Report, 241

Region
Energy Data Download Report, 28
Energy Detail Report, 34
Energy Summary Report, 40

Related Systems, 1

Report As Chart Or Graph
Age Profile Report, 132

All Actions Minority Profile Report, 102
All Actions Report, 98

Education Level Profile Report, 148
Gender Profile Report, 184

Grade Distribution Report, 188

Hires Minority Profile Report, 110

Hires Report, 106

Length Of Service Profile Report, 212
Minority Profile Report, 228

Occupation (PATCO) Profile Report, 232
Organization Profile Report, 236
Promotions Minority Profile Report, 118
Promotions Report, 114

Retirement Eligibility Report, 248
Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 263
Separations Minority Profile Report, 126
Separations Report, 122

Report Descriptions, 23

Report Line
FSDW Adjustments Report, 64
FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 70

Report Name, 24

Report Period
Civilian Employment (SF-113G) Report, 135
FSDW Adjustments Report, 63

FSDW Consolidated Financial Statements Report, 66

FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminations Report, 69

FSDW Financial Statement Consistency Report, 72

FSDW GL Account Trial Balance Report, 75

FSDW Preliminary Financial Statements Report, 78

FSDW Trial Balance By Treasury Symbol Report, 81

FSDW Trial Balance Report, 79

Report Year
FSDW Adjustments Report, 63

FSDW Consolidated Financial Statements Report, 66

FSDW Crosswalk Trial Balance Report, 68
FSDW Eliminiations Report, 69

FSDW Financial Statement Consistency Report, 72

FSDW Preliminary Financial Statements Report, 78
FSDW Trial Balance By Treasury Symbol Report, 81

FSDW Trial Balance Report, 79
FSDW GL Account Trial Balance Report, 75

Reporting Center Command Buttons, 9

Reporting Center Main Menu Field Instructions, 23

Requesting Access To The Reporting Center, 4

Responsibilities, 3

Retirement Eligibility, 245

Retirement Profile (Inc. Early Out), 249

Index - 9



Retirement System
Dental Plan Payment Report, 139
Dues Withheld Report, 143
Flexfund Report, 180
Leave Balances Report, 201
Leave Liability Report, 207
Manpower Analysis Report, 223
Roster Of Employees Report, 258
Use-Or-Lose Report, 272

Retrieving Reports From Your My Reports Folder, 20

Roster Of Employees, 253

Running Administrative Reports, 25

Running Financial Reports, 55

Running Personnel Action Reports, 93

Running Workforce Reports, 127

S

Salary Summary, 259
Saving Reports To A Folder, 22

Saving Reports To Your My Reports Folder, 19

SCD Date (Leave)
Dental Plan Payment Report, 139
Dues Withheld Report, 144

Schedule Number, 58
Select A Report Menu, 10

Select A Report Menu Description, 24

Separation Accession Type
Dental Plan Payment Report, 138
Dues Withheld Report, 143
Flexfund Report, 179
Leave Balances Report, 201
Leave Liability Report, 207
Life Insurance Listing Report, 217
Manpower Analysis Report, 223
Roster Of Employees Report, 258
Use-Or-Lose Report, 272

Separations, 119
Separations Minority Profile, 123

Service Date
Energy Data Download Report, 30
Energy Detail Report, 36
Energy Summary Report, 42

Service Location
Energy Data Download Report, 30
Telephone Download Report, 48

Index - 10

Title I, Chapter 29
Reporting Center

Service Location (City), 48

Service Location (State), 48

Service Location Name
Energy Detail Report, 36
Energy Summary Report, 42

SF 2812, 87
SF-224 Abstract Of Trans (SCAP5D), 57
SMSA, 243

Sort By
Age Profile Report, 132
All Actions Minority Profile Report, 102
All Actions Report, 98
Education Level Profile Report, 148
Employment By Disability Code Report, 172
Employment Changes Report, 176
Energy Detail Report, 37
Gender Profile Report, 184
Grade Distribution Report, 188
Grade Range Report, 196
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 110
Hires Report, 106
Length Of Service Profile Report, 212
Minority Profile Report, 228
Occupation (PATCO) Profile Report, 232
Organization Profile Report, 236
OTRSI/IPAC Report, 54
Pay Plan And Grade Distribution Report, 240
Promotions Minority Profile Report, 118
Promotions Report, 114
Retirement Eligibility Report, 248
Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 263
Separations Minority Profile Report, 126
Separations Report, 122
Telephone Over the Max Limit Report, 52

Sort By Gender Inside Of RNO Classification, 227

Sort Order
Dental Plan Payment Report, 139
Dues Withheld Report, 144
Leave Balances Report, 201
Leave Error Report, 45
Leave Liability Report, 207
Manpower Analysis Report, 223
Reduction In Force (RIF) Report, 243
Roster Of Employees Report, 258
Use-Or-Lose Report, 272

Sp. Purpose
Energy Detail Report, 35
Energy Summary Report, 41

Special Employee Code
- - - Al ii--— =24



Title I, Chapter 29
Reporting Center

Dues Withheld Report, 143
Flexfund Report, 179

Leave Balances Report, 201
Leave Liability Report, 207
Manpower Analysis Report, 223
Roster Of Employees Report, 257
Use-Or-Lose Report, 271

Special Purpose, 28

Starting The Reporting Center, 5
State Office

Reduction In Force (RIF) Report, 242
Retirement Eligibility Report, 246

Retirement Profile (Inc. Early Out) Report, 251
Roster Of Employees Report, 255

Salary Summary Report, 261

Separations Minority Profile Report, 125
Separations Report, 121

Use-Or-Lose Report, 269

T

Energy Data Download Report, 29
Energy Detail Report, 35
Energy Summary Report, 41

Statement Of Earnings And Leave, 89

Sub Heading (Selection Criteria), 24

Sub-Office
Energy Data Download, 28
Energy Detail Report, 34
Energy Summary Report, 40

Suboffice, 28

Subunit
Energy Data Download Report, 28
Energy Detail Report, 35
Energy Summary Report, 41

Summarize By, 43

Summary Or Detail Report
FSDW FMS2108, 86
FSDW SF133, 84

Supervisory Status
Age Profile Report, 131
All Actions Minority Profile Report, 101
All Actions Report, 97
Employment By Disability Code Report, 171
Employment Changes Report, 175
Gender Profile Report, 183
Grade Distribution Report, 186
Grade Range Report, 195
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 109
Hires Report, 105
Leave Balances Report, 199
Leave Liability Report, 205
Length Of Service Profile Report, 211
Life Insurance Listing Report, 216
Manpower Analysis Report, 221
Minority Profile Report, 227
Occupation (PATCO) Profile Report, 230
Organization Profile Report, 235
Pay Plan And Grade Distribution Report, 239
Promotions Minority Profile Report, 117
Promotions Report, 113

T&A Contact (City), 48
T&A Contact (State), 48
T&A Contact Name, 48

T&A Contact Point
Telephone Download Report, 48
Telephone Over the Max Limit Report, 51

Telephone Download, 47
Telephone Over The Max Limit, 51

Tenure Group
Leave Balances Report, 200
Leave Liability Report, 206
Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Roster Of Employees Report, 257
Use-Or-Lose Report, 270

Time Frame
Age Profile Report, 132
All Actions Minority Profile Report, 102
All Actions Report, 98
Education Level Profile Report, 148
Employment By Disability Code Report, 172
Gender Profile Report, 184
Grade Distribution Report, 188
Grade Range Report, 196
Grades Across Minority And Gender Report, 191
Hires Minority Profile Report, 110
Hires Report, 106
Length Of Service Profile Report, 212
Minority Profile Report, 228
Occupation (PATCO) Profile Report, 232
Organization Profile Report, 236
Pay Plan And Grade Distrubtion Report, 240
Promotions Minority Profile Report, 118
Promotions Report, 114
Retirement Eligibility Report, 248
Retirement Profile (Inc. Early Out) Report, 252
Salary Summary Report, 263
Separations Minority Profile Report, 126
Separations Report, 122

Time Frame 1, 175
Time Frame 2, 176

Index - 11



Title I, Chapter 29
Reporting Center

Treasury Symbol Reporting Center Main Menu Field Instructions, 23
FSDW Abnormal Balance By Fund Report, 62
FSDW Abnormal Balance By Treas Sym Report, 60
ESDW Consolidated Financial Statements Report, 66 Use The How Do | Pop-ups, 8
FSDW Crosswalk Trial Balance Report, 68 Using The Reporting Center, 15
FSDW Financial Statement Consistency Report, 73
FSDW FMS2108, 86

Use The Description Pop-ups, 7

FSDW GL Account Trial Balance Report, 76 V
FSDW Preliminary Financial Statements Report, 78
FSDW SF133, 84 Vendor
FSDW Trial Balance By Treasury Symbol Report, 82 Enerqy Data Download Report, 30
FSDW Trial Balance Report, 80 Enerqy Detail Report, 37
Type Of Appointment Energy Summary Report, 43
Dental Plan Payment Report, 139 Vendor (City), 49
Dues Withheld Report, 143
Flexfund Report, 179 Vendor (State), 49
Leave Balances Report, 201 Vendor Name
Leave Liabilty Report, 207 Telephone Download Report, 49
Life Insurance Listing Report, 218 Telephone Over the Max Limit Report, 51

Manpower Analysis, 223
Roster Of Employees Report, 258 Vendor Number, 48
Use-Or-Lose Report, 272 Veteran Status

Leave Balances Report, 200

Leave Liability Report, 206

Life Insurance Listing Report, 217
Manpower Analysis Report, 222
Roster Of Employees Report, 256
Use-Or-Lose Report, 270

Viewing Reports Online, 18

Type Service
Telephone Download Report, 49
Telephone Over the Max Limit Report, 51

U

Uniform Service Status
Leave Balances Report, 200

Leave Liability Report, 206 W

Life Insurance Listing Report, 217

Manpower Analysis Report, 222 W-2 Wage And Tax Statement, 273
Roster Of Employees Report, 257 W2 Wage And Tax Statement, 91

Use-Or-Lose Report, 270
Union/Assocation, 143

Unit Y
Energy Data Download Report, 28

Energy Detail Report, 35
Energy Summary Report, 41

Year
W2 Wage And Tax Statment, 92
W-2 Wage And Tax Statment, 273

Use-Or-Lose Leave Report, 267 Year And Pay Period

User ID Dues Withheld Report, 144
FSDW Adjustments Report, 64 Dental Plan Payment Report, 139
FSDW Eliminations Report, 70 Flexfund Report, 180

Index - 12



